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Your shorthand will be the 
smoothest with Sheaffer's 

















Youll feel the difference the very first time you and your 


new Sheaffer team up for dictation. Just knowing yours is 
the only Official Gregg Fountain Pen will give you an added 
feeling of confidence and efficiency. And as your shorthand 
flows smoothly, silently, effortlessly from its specially- 
ground 14 karat gold point, youll take special pride in the 
crisp neatness of your notes. Transcription will be faster 
and easier, too, with never a furrowed frown. 

Send your order for Sheaffer's Official Gregg Fountain 
Pen to the nearest Gregg office. It's priced at only $6.50, and 
will be a revelation to your shorthand writing. And for 
another big help, mail the coupon right now for your free 
copy of “Sheaffer's Handbook for Secretaries.” Yours—for a 
better job—trom Sheaffer's 
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Now exclusive 
Touch Down filling 
ends nicked nails 
and chipped polish 
... just a twist, 
a touch, and you're 


ready to write! 








Mr. R. §. Stein, Dept. TS9-57 
W. A. SHEAFFER PEN CO., Fort Madison, lowa 


Please send me without obligation, your special 


booklet, 
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“T BOOSTED MY SHORTHAND 
SPEED TO 120 WORDS A MINUTE 


— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
-—Boost Your Salary 
410 to *20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 15 testes 





Dictation Disc y 
Look What These Experts 45 RPM Record, tn Ail Specdat 


Say About This 
Wonderful New System! Here’s the quick, easy, modern way to develop shorthand speed and 


accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 

The key to shorthand speed is regular dictation prac- 
tice, and your records provide the student secretary More Shorthand Speed Means More Money For You! 
with a rich supplement to such a program. The very 


: . i el hich th teteted Thousands have used this effective method and increased their writing 
yrecise anc clear manner in whic ey are dictate 


: > fficie 4 ose ¢ . fidence as as 50%! I ay ises come D- 

makes easier the climb to greater shorthand speed. efficiency, poise and confidence as much as 5 ! Big pay raises come aute 
William Cohen, World's Shorthand Champion matically with higher shorthand speeds. Read what the experts say about 
(280 wpm for 5 minutes) this practical, inexpensive way to improve your skill. Start right now to 


boost your earnings as you build your shorthand speed by putting this 


In my estimation the dictation disc system of develop- remarkable system to work for you. 


ing speed is the best I have ever seen. 
Thomas Cole, Chairman, Committee on Professional Education Send No Money! Mail The Coupon Now! 
N. Y. State Shorthand Reporters ‘. 
Regardless of how fast (or slow) you now write shorthand there’s a 


Your dictation records are made to order for the Dictation Dise just for you. Check below the ones you want. Send no 


teaching profession. They ease my chores and make the 


3 : nonev just 2 ¢ On ¢ I § ay ic icat s COD g 
students’ work more enjoyable. By providing graded eee just the coupon. On arrival ~~ sree ind a. ed plu ; I and 
dictation in 1l-minute spurts, the results have been handling charges. Or, enclose cash, check or money order now and we will 
phenomenal! Paul Simone, Author of ‘‘A Stroke in Time"’ ship your records postpaid. Either way this method MUST do every- 

Instructor, Columbia University thing we say it will or you may return records in 10 days for full refund. 


. ; . - ‘ Mai > coupo ow! 
We are using your records and find them invaluable in Mail the coupon n . 


teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 


is a pleasure to recommend your records to any school ‘: 2 e 
teaching business subjects. They will greatly increase 7C; T/ O 
the efficiency of the department. E. 0. Fenton, President 4 


American Institute of Business, Des Moines, lowa 
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5 DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. [[o nm. sz0o | 4 
' DISC 45 R.P.M. $1.75 each Set No. 51—78 rpm i 
3 records—$2.00 ec 
d COMPANY Set No. 41—45 rpm Set No. 44—45 rpm Set No. 47—45 rpm +1. 60 & 70 i 
4 records—$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. =2. 70 & 80 
i 170 Broadway, New York 38, N. Y. ana +13. 100 & 110 “Office Style Dictation =3. 80 & 90 i 
Dept. TS-9 22. 60 & 70 214. 110 & 120 22 *(untimed. with Complete Set—$5.25 
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Up to now, you've had to touch a typewriter ribbon 
to change it. It’s messy and time consuming 
and you waste many minutes getting your hands dirty. 


Look—you’re a quick-chance artist! 


with Roytype’s* amazing new Twin-Pak ... and ‘‘letter-perfect” Park Avenue® Ribbon! 


New Twin-Pak ribbon for new To change, just lift out the old Look—no smudgy fingers! you 
Royal Standard and Electric Twin-Pak ...drop in the new. never touch the ribbon. You’re 
Typewriters comes rolled in two ' It’s so simple you can do it typing in seconds on “‘letter- 
plastic cases. There’s nothing to = blindfolded! perfect”” Park Avenue ribbon. 
wind! Nothing to thread! We 
Ls 
— Order your Twin-Pak now with 
4 e.., Park Avenue ribbon—the ribbon 


that lasts longer because it is 
longer. Makes a better impression 
because it’s extra sheer! 


. 


ROYTYPE.. . carbon papers, ribbons 


quality supplies for all business machines 


Products of Royal McBee Corporation, world’s largest manufacturer of typewriters 





TODAY’S SECRETARY e@ September, 1957 





WHATS IN A CHAIR? 

“Why. a secretary. of course.”” says 
Assistant Editor Barbara Habley. 
Always a stickler for research. 
Barbara did very little “leg work” for 


her article this month on posture 


“ 


A 





chairs. Instead. most days found 

her sitting—experimentally. she 
said—to glean a first-hand knowledge 
of her subject. Barbara is seen here 
in one of Globe-Wernicke’s newest 
chairs. model SP-500. 


CURTAIN GOING UP! 

Combining her love for the theater 
with a natural talent for sparkling 
copy, staff writer Mary Jollon has come 
up with one of the most interesting 
stories we ve had so far in our 


Ser retaries-to-famous-people series, 





Asove: Mary (right) interviews Lillian 
Drazek. secretary 


Rosalind Russell. 
between acts of the star’s performance 


Auntie Mame.” 


WHAT IS THE CAREER SECRETARY ? 
McCall interviewed 


247 secretaries and bosses in 17 


Sociologist B. 


states to arrive at an answer to 
this question. His findings appear 


on page 25 of this month's issue. 
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ON OUR COVER: Fashion forecast for fall—fair 
weather ahead for the career girl who s smart 
enough to have this Ship ’n Shore blouse 

in her wardrobe. Comes in a houndstooth 

checlh pattern of red, blue, green, brown, or 
black. Sizes 30-38, $3.98. Available at 


Schuster 8, Vilwaukee: and Dayton’s VU inneapolis 
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recent issue of the magazine Please allow one month for 
become effective 


Postmaster: Please send form 3579 to Today's Secretary, 330 W 
New York 36, N. Y 
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... all you need is a pencil eraser and 


EAGLE-A TYPE-ERASE PAPER 


Yes, at the touch of an ordinary pencil eraser, typing 
errors “wipe” right off the surface of Eagle-A Type-Erase 
paper—leaving no smudge, no scraped look. Thanks to a 
special finish, you can erase a single letter, a word, a whole 
line in seconds. And when you type in the correction, 

you won’t be able to detect your erasure! Ask your stationer 
for Eagle-A Type-Erase in bond and onion skin weights 
—it costs no more than any other good rag content bond 
or onion skin. Available in letter and legal sizes, plain 

or ruled...in packets or the Eagle-A “Hinge-Top” box. 


Secretaries and teachers: for free Type-Erase test 

sheets and Eagle-A’s unique Letter Placement Guide, write 
on your firm or school letterhead to Department S, 
American Writing Paper Corporation, Holyoke, Mass. 


A=4| EAGLE-A BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
15% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 

TY PE-ERASE: Bond, Onion Skin—with “built-in erasability”’ 
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In the time it takes to smoke a cigarette... let us show you 


THE WORLDS FASTEST ELECTRIC 


with the worlds finest features 


Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off. Call your Smith-Corona 
representative for a short, dramatic demonstration of this marvelous business machine. 








Sleek, clean, modern design, 
complementing faultless per- 
formance. Five lovely decorator 
colors. Exclusive Signal Light 
gives positive on-off indication. 


All the operating controls are 
grouped efficiently within the 
keyboard area. Result: No waste 
motion, less chance for errors. 
Faster, easier, better typing. 


The special keyboard slope and 
slightly slanted keys give un- 
matched typing comfort. Each 
key cushioned to prevent “‘flat’’ 
feeling and give livelier touch. 


Exclusive Half Spacing — the 
easiest, simplest method of 
error control. It permits correc- 
tions without time-consuming 
(and very costly ) total re-typing. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 
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When you take the guesswork 
1 out of your desk work, you'll be 
| saving your time and the boss’s, 
‘| too. Ready answers will make 
‘] you more important to him oo 
help you get that raise easier, 
quicker. 

Avoid memory lapse when 
you're asked a detail question 
_.. organize your memory with 
an Ever Ready desk calendar 
| ... it’s another office worker 
that is not after your job... 
always ready with the right 
answers to make your own job 
| worth more to you and your 
boss. 


ae to 


Consult your local Stationery 
Dealer about your Ever Ready 
calendar needs. 


RC ... now cellophane packaged 
i for easy selection 
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Ask the kxperts... 





Q. When type a letter for my new boss, I 
usually make corrections in grammar, spell- 
ing, and punctuation. 1 do not, however, 
change the meaning of the letter. Recently, 
he has been objecting to any changes, good 
or bad: but I feel that some of them are 
necessary. How can I handle this situation 
tactfully ? 


A. Most dictators are glad to have 
their secretaries correct errors in gram- 
mar and vocabulary. Others, like yours, 
take offense. You must be very. very 
sure that you are right in making any 
change and make only the most obvious. 
such as changing verbs to agree with 
their subjects. If your boss accepts such 
simple changes. it may be possible to 
win his approval to the point where he 
will be glad to have you make more 
radical changes. But, be sure of your 
ground before any change is made. 





Q. In the body of a letter, is Mr., Mrs. or 
Miss used before the name of a person if the 
first name is also used? 


A. There is no hard-and-fast rule re- 
garding the use or omission of a title 
before a person's name when the first 
name is given in the body of a letter. 
The tone and purpose of the letter govern 
the decision. In general, the title is more 
courteous and gives a more formal tone 
to the letter. It is not ordinarily includ- 
ed, however, in interoffice and intercom- 
pany memorandums. In case of doubt, 
the best thing to do would be to include 
the title. 


Q. I recently signed a contract to purchase 
a set of silver and pay a certain amount each 
month toward its full price. As | am a minor, 
my mother signed the contract, too. Since 
that time, 1 have decided that I would like 'to 
cancel the order. 1s this possible? 


A, If your mother signed as cocontrac- 
tor, the contract is legal and binding as 
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against her. If she signed as guarantor, 
then the contract is unenforceable be- 
cause the original contract was unen- 
forceable. To determine the liability, 
this must be determined. 

It is the usual business practice in the 
case of a sale to a minor to require an 
adult to sign as cocontractor. The con- 
tract as far as you, a minor, are con- 
cerned is unenforceable. 


Q. When typing a letter. is it necessary to 


type the signers name and position below 
his signature if they are printed in the letter- 


head ? 


A, It is not actually necessary to type 
the signer’s name and position below the 
real signature at all—unless the signer 
writes illegibly. But many times the 
reader does not notice the name and title 
in the letterhead, and it is valuable to 
have them typed below the signature. 
If, however, the letter is of a legal nature. 
and the writer is signing the letter in his 
official position, the title is necessary. 


Q. One of my bosses has informed me that 
the word anent is old-fashioned. Will you 
please give me a better word to use in its 
place? 


A. Yes, the word is considered both 
obsolete and affected. The more natural 
about and concerning have taken its 
place. Thus: Her instructions concerning 
the job were complete. 


Q. Many years ago I studied Anniversary 
Gregg, and four years ago I took a full-year 
course of Simplified in a business school. 
Using the Simplified, I passed the Civil 
Service Test for clerk stenographer, but tried 
without success to pass the Senior Test. 

It seems to me that I was able to take 
dictation faster when I used Anniversary. 
For this reason, would it be better for me to 
return to it in order to pass the Senior Test? 


A, There is no reason for your return- 
ing to Anniversary Gregg. Simplified has 
all the speed potential you might need 
for any position, including that of a 
court reporter. The answer, however, is 
steady practice. In preparing for the 
examination, (1) read as much printed 
shorthand as you can, (2) copy as much 





‘ 
. 
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Business English .....£. Lillian Hutchinson 
Secretarial Practice ..Madeline S. Strony 
Business Law ........R. Robert Rosenberg 
Bookkeeping ........J Marshall Hanna 
Typewriting .........Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ..........Charles E. Zoubek 
FUE cccccicqcccvcs N. Mae Sawyer 





printed shorthand as you can, and (3) 
take as much dictation as possible at 
constantly increasing speeds. 





Q. I have always felt that typing a line on 
which the executive writes his signature in- 
dicates that he is unable to write in a 
straight line. What is the general feeling 
about this? 


1. <A typewritten line is not usually 
included at the foot of a business letter 
today—first, because of the additional 
time required in typing it: second, be- 
cause the space in which the penwritten 
signature is to be placed is definite 
enough to provide a guide. 


QO. Will vou please tell me when to use the 
‘ 
word complete and when to use the word 


completed ? 


{. The principal distinction between 
complete and completed is that the first 
is a true adjective, while the second is the 
past participle of a verb used as an 
adjective. Complete, therefore, is descrip- 
tive, implying full. Completed empha- 
sizes the action of completing or fin- 
ishing. 

For example: The engineer gave a 
complete report of the project. The engi- 
neer submitted the completed report after 
receiving the preliminary draft. 


Q. Should carbon copies of letters and 
memoranda be signed or initialed when they 
are sent to other persons within the company 


or on the outside? 


1. Whether or not carbon copies of 
letters are signed or initialed is a matter 
of personal preference. Many business- 
men do not initial carbon copies of let- 
ters. Some, however, prefer to initial 
carbons of reports. 

There was a time when the signature 
was typed on the carbon copy with (Sgd) 
typed before it. This practice, however, 
is not necessary unless a copy is being 
made of a letter. 
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cost free, with matchless 


simplicity of operation 


THE NEW 


MAGNETIC RECORDING 
om ptometer 


Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 


the lifetime guarantee. 

Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation — Al! the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand ... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 


. | wae rer ray 
si oOmptometer ( orporation "4 aaa 


Comptometer Corporation 
1708 N. Marshfield Ave., Chicago, 22, Ill. 
in Canada: Canadian Comptometer, Ltd 
501 Yonge Street, Toronto 5, Ontario 
[) Arrange free office trial for me on 
} Send me literature on 
Comptometer Commander 
[) Comptometer Customatic 
Comptometer Comptograph "220M" 
New Comptometer Custom- Comptometer Comptograph Name 
atic — World's fastest way to 220M" with new multipli- 
figure . . . now faster than cation key — more features 
ever. Try it Free on your than any other 10-key listing Address 
own work. Mail coupon. machine. Try it Free. 











TODAY'S SECRETARY e@ September, 1957 











& 
ef-fi-cien-cy 
(i-fish-en-si), n., pl.—eies. 1. ability 
to produce the effect wanted with- 


out waste of time, energy, etc. 
2. efficient operation. 


and. that's what 


you ll achieve i qo ma 


With the Thorndike - Barnhart 
Comprehensive Desk Dictionary 
on your desk you'll KNOW you 
are right every time you look up 
an unfamiliar word! 80,000 
terms defined in one handy book 
— plus 30,000 facts about the 
meanings, spelling, punctuation, 
origin and use of the most fre- 
quently used words in the Eng- 
lish language. 10,000 explana- 
tory examples, 700 illustrations. 
896 pages for only $2.95. 
(Thumb-indexed — $3.50) 


At all booksellers 
DOUBLEDAY 














SECRETARIAL 


book 
shelf 











-— a « sa en 
& Se Bh % £2 Ske et 


2 wom > i 
= @ - “ “i & a 


makes 
NEAT 
ERASURES 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 


or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 
% 1068 S. Clinton St., Syracuse 4, N. Y. 











my work-day’s a 
pleasure with the 


new G/IW Jiaekeit 


posture chair 






= 


Scientifically designed for maximum com- 
fort and freedom, the new G/W Fines Rest 
aluminum posture chair is a must in every 
office. No-sag springs, foam rubber seat, and 
five adjustments are just a few of the fea- 
tures that will let her work in complete 
comfort. See your G/W dealer or write 
today Dept. A-19. . 





Cincinnati 12, Ohio 
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“THE MODERN SECRETARY,” from Royal 
Typewriter Company, not only gives useful 
information on the use of manual and elec- 
tric typewriters, but also includes sections 
on almost everything that a secretary needs 
to know. The headings indicate what clues 
are to be found in each section: “Transcrip- 
tion Do’s and Don'ts.” “Punctuation Hints,” 
“How to Set Up a Business Letter,” “Cor- 
rect Openings and Closings.’ “Grammar 
Tips.” “Telephone Techniques,” and “Typ- 
ing Short Cuts.” For your copy of The Mod- 
ern Secretary, write to the Royal McBee 
Corporation, Port Chester, New York. 


AN IDEAL BOOK for quickie references is 
the American Business Dictionary by Harold 
Lazarus. Included are terms, business and 
government institutions, concepts, proce- 
dures, job titles, monetary units, laws, and 
abbreviations that are used most often in 
American business. Some of the areas in- 
cluded are: accounting, business law, per- 
sonnel administration, public relations, real 
estate, taxation, and wholesaling. Published 
by Philosophical Library, Inc., 15 East 40 
Street, New York 16, New York. 522 pages, 
$10. 


A NEW LISTING compiled by the National 
Office Management Association includes up- 
to-date information on more than 225 busi- 
ness executives and educators available for 
talks to groups on a wide range of business 
and management topics. International in 
scope, the list is made up of both members 
and nonmembers of the Association who 
have previously addressed one or more of its 
166 chapters. In addition, speakers were rec- 
ommended to the NOMA by national com- 
panies. This new listing, the second com- 
piled by the Association, covers 30 general 
topics. Although the list itself is not avail- 
able for distribution, the Association will as- 
sist groups in locating speakers on specific 
subjects. For further information, write to 
the National Office Management Association, 
Willow Grove, Pennsylvania. 


THE ANSWER TO THE ALMOST ETERNAL 
QUESTION, “What will this job or career pay 
me?” is provided by a recently published 
book, What You Can Earn in 250 Different 
Careers. Based on detailed research con- 
ducted by Career Research Associates, this 
book gives comprehensive information on 
the range of starting earnings for each 
career and occupation, earnings after five 
to eight years of experience, and the maxi- 
mum earnings possible. In many cases, salary 
information is presented for different areas 
in the U.S. in order to show how earnings 
vary geographically. If desired, copies of the 
book, with soft-cover binding, are available 
for $1 each, postpaid, from Rittenhouse 
Press, Inc., 2401 Walnut Street, Philadel- 
phia, Pennsylvania. 
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at 4 she declines... 


How PANAMA BEAVER 


“Vision Engineering 
combats fatigue that cuts production 


White paper on a dark desk . . . black print on white 
paper .. . reflected glare: these are the “‘optic 
ogres" that reduce efficiency as much as 25% in 
some Offices . . . tire employees . . . slow production. 


And it costs you plenty! 


PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 
are ‘‘vision engineered" for greater efficiency. For 
example, new EYE-SAVER Uni-Masters for spirit du- 
plicating now come in soft, eye-soothing jacket color 


-? woe: 
PAN MA-BEAVER 


A 
Yitbboud altina 


Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., 
19 Rector Street, New York 6, N. Y. 


tints on special no-glare paper. Typing stands out, 
never strikes back! (You still get the same brilliant 
copies in the same remarkable numbers!) 


And you'll find the same scientific ‘vision engineer- 
Ing” in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 


Check into PANAMA-BEAVER “‘vision engineering" 
before you place your next order. It will pay you 
vastly! 
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Now...changing a ribbon is so clean and It’s a snap! Lift out the old Twin-Pak... 
easy you can do it with white gloves on. New Reval Twin-Pak ribbon drop in the new. No more smudgy fingers! 


comes rolled in two cases. 
Nothing to wind! Nothing to thread! 





ROYAL announces a brilliant new typewriter! 


Exclusive features include Twin-Pak, the clean and easy ribbon changer 
that takes the dirty work out of office typing 


Never before has a standard office type- __ brilliant new Royal Typewriter. Paperal- 
writer offered you such brilliant typing ways goes in straight and square. Won’t 
speed and convenience...with such bril- slip when you flip the paper release. 
liant-looking results. A famous color stylist created those 
New Twin-Pak even makes ribbon lovely Royal-tone hues to banish eye 
changinga “cinch.” Youdoitinseconds glare, brighten up your typing. In 
and never touch the ribbon. Sonomore Cameo Pink, Sea Blue, Willow Green, Lor 
smudgy fingers. Sandstone or Pearl Gray. typeu riten 
And Royal’s new “‘brilliant action’”’ is 
light as a whisper... fleet as a breeze. 
Keys have a faster, more comfortable 





standard 


wont 









Interested? *h 


Drop a hint to your boss. Tell him 


el rn this new Royal does more work... bet- a 
am ih: _— is oe ni to ter-looking work... faster. Then prove ye 
the length and stren of your fingers. ; ; inv 
e gt y . gers It to him. Call In your Royal Represen- Product of Royal McBee Corporation, world’s 
Fact is, everything’s easier on this _ tative for a free office trial. largest manufacturer of typewriters 
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A Montreal secretary will 

be on her way to Honolulu 
next winter on an "expenses 
paid" trip for two. This 
was only one of the glamor- 
ous prizes received by 
Sheila Ward, winner of the 
Executive Furniture Guild's 
Contest for Secretaries. A 
200-word sketch of her boss 
helped win two modern of-= 
fices (to be designed by 
George Reinoehl) for Miss 
Ward and her boss, Robert 
Neale, vice-president of 
Canadair, Limited. The 
judges in this Internation- 
al contest included Sally 
Clarke, editor of TODAY'S 
SECRETARY, and radio and TV 
Stars Tex and Jinx McCrary, 
who are pictured going over 
the top entries. 





It isn’t very often that 

a State senate passes a 
resolution honoring a sec- 
retary, but it happened 
out West. It all began when 
Sadie Perlin, secretary to 
Governor Goodwin Knight was 
mentioned by her boss aS a 
candidate for Underwood's 
"Secretary of the Year." She 
won, and after that things 
began to happen--prizes, 
personal appearances, atrip 
to New York, honor from her 
State senate--and a feature 
article in the October issue 
of TODAY'S SECRETARY. 
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‘“‘Meet me in St. Louis’’ was 
the refrain of the Na- 
tional Secretaries Associa- 
tion this summer. Hundreds 
of secretaries from the 
U.S., Canada, Hawaii, 

and Puerto Rico poured into 
St. Louis for their twelfth 
annual convention. An in- 
teresting four-day program 
was held at the Sheraton- 
Jefferson Hotel, including 
workshops, areception, ban- 
quet, and outstanding speak- 
ers--plus some time out for 
Sight-seeing. Congratula- 
tions to Clare Jennings, 
CPS, who was elected new 
president of the Associa- 
tion, and a salute to Mrs. 
Ruth Clemence, NSA Secre- 
tary of the Year. 


The first course for Super- 
visors ever to be offered 
by the American Management 
Association will open Sep- 
tember 9 in New York and 
will be repeated later in 
the year in Philadelphia... 
Grace Lamacchia of New York 
City has been named the 
winner of the first four- 
year scholarship presented 
jointly by the NSA and 
Pace College...A Liberal 
Arts Institute for Secre- 
taries with CPS rating will 
be held September 1-14 un- 
der sponsorship of NSA and 
in cooperation with Michi- 
gan State University. 


D (for departure) days for 
600 government workers will 
be September 29 and 30. 
They will fly to London and 
a month-long tour of Europe, 
arranged by the World Travel 
Plan Corporation, who set up 
beautifully budget-priced 
($625) trips for employee 
groups and organizations. 
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OFF TO THE 
RIGHT START 





SE. 
LOWLY 


as your 


SECOND SHEET 


FOAM 


With Sea Foam in your typewriter, 
you know the job's going to turn 
out right. Sea Foam gives maxi- 
mum legible copies at one typing. 


Here's why SEA FOAM is... 


LIGHTWEIGHT 
PAPER, 
ne 


== Doesn't bulk or 
curl. Takes up less 
space in files, too. 


\ 7 Colors 


Channeling of copies 
is done quickly and easily 
with Sea Foam's colors. 


| lI Clean Copies 


Sea Foam erases quickly and 
easily for neat-looking work. 





\ 


MN 


| 








* Don't be satisfied with just any 
second sheet, ask your supplier for 
SEA FOAM BOND. It's water- 
marked so you'll know you're 
getting the best. 




















Write for samples of Sea Foam Bond 


Dept. T-9 BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 


1l 





Photographed at Peck & Peck, Fifth Avenue « Clothes by Peck & Peck 


there’s a new fashion in carbon paper too! 


It's Beautyrite” that’s setting the trend in carbon copies 


copies that are dark, crisp, yet won't smudge under normal handling 


Remington Rand guarantees that Beautyrite Carbon Paper 


will give you almost as much satisfaction as a new hat 


So follow the style of the smartest secretaries with the carbon paper 
that gives intense copies, but still leaves your fingers clean 
Ask your boss to go Beautyrite. Both of you will read the difference 


FOR SAMPLES, WRITE TO REMINGTON RAND, ROOM 1970, 315 FOURTH AVENUE, NEW YORK 10. 
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VIEWS FROM THE FRONT OFFICE ON 


Absenteeism 


A monthly column featuring top executives 


views on various office situations. 


CHARLES H. KNIGHT, Personnel Administrator, Douglas Aircraft Company 


CATHERINE R. READY, Assistant Director, Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 


“1 DO NOT THINK absenteeism is costing 
I know it!” says C. R. Nicker- 


son, director of personnel, Bristol-Myers 


us money; 
Company. “Even though only 2 per cent 
of our companys annual payroll is in- 
volved in paying absentees, we are con- 
stantly trying to reduce this percentage.” 

Charles H. Knight, personnel adminis- 
trator of the Douglas Aircraft Company, 
further points out that since absenteeism 
costs management money, it is sometimes 
necessary to discharge employees whose 
records show chronic absenteeism. “Cir- 
cumstances vary with each case,” he ad- 
mits. “but in general, either a disinclina- 
tion or a lack of ability to regulate per- 
sonal matters in a way that puts being 
present on the job ahead of personal con- 
venience results in such discharges.” 

Though it would be impossible to cite 
all the valid reasons for which an em- 
ployee might be away from her job, our 
executive panel generally concurred that 
the following situations would justify ab- 
senteeism: personal illness, serious illness 
of a member of the immediate family, 
jury duty, court appearances, and import- 
ant business transactions that could only 
be accomplished during the normal work- 
ing hours of the employee. 

However, as Ray Josephs, public-rela- 
tions consultant points out: “Very often, 
personal business can be adjusted so that 
instead of requiring a full day's absence 
it can be done in a morning, an after- 


noon, or made to fit into a schedule.” 


IN COMPARING WOMEN WORKERS by age, 
it would seem that the younger ones are 
more prone to absenteeism. Mr. Knight 
does not find this difference so great as 
to be seriously significant but says that, 
“In general, older women are more likely 
to put the job ahead of personal consider- 
ations.” 


Possibly age brings more of a sense 


vancement into exciting prestige posi- 
tions. A further explanation is offered 
by Mr. 


wanting competent girls and the demand 


Josephs: “With management 


as great as it is, there is less difficulty in 
changing from one job to another for the 
young woman between 25 and 40. Thus, 
absenteeism is not considered risky by 
these women.” 

But Catherine Ready, assistant director 
of the educational-service department of 
Bristol-Myers, has a word of caution for 
the younger employee: “In today’s job 
market, where there is a shortage of at 
least 65.000 clerical workers, it is rela- 
tively simple for a young girl to leave a 
job on a whim and land ‘a new job in a 
reasonably short time. One thing these 
‘flitting Floras’ fail to realize is that even 
though jobs are plentiful now, it always 
takes emotional and physical maturity 
and a dose of healthy ambition and per- 
severance to reap the benefits of success 
in a job,” 

“Is the percentage of absenteeism 
higher among women than men?” we 
queried our panel. Commented Mr. 
Josephs, “Though today’s businesswomen 
are keenly aware of their responsibilities, 
they also have family duties as well 
their office chores. Most men have the 
happy faculty of leaving all this kind of 
worry to their wives and are less likely 
to take time off for personal reasons.” 

Miss Ready, too, felt that possibly a 
man has more of a sense of responsibility 
to his job because of his position as the 
breadwinner of the family. 

In general, all the panel members 
agreed that secretaries should try to keep 
absenteeism down to a minimum and 
have a sense of responsibility about the 
job. “If they do so,” Mr. Josephs summed 
up, “and also work for a boss who under- 
stands that there are problems that may 


require absences on occasion, you have the 


rah Wo... 
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O) tl | OF = 
ERASURE 


BETTER 


BLAISDELL 
KLENZO 


PAPER WRAPPED 


ERASERS 


Correct errors 
quickly, cleanly. 
Save retyping 
many a letter. 


Try one today! 


stationer 


No. 531-T 
with brush 









NEW HI. CORNERED 
sg AND EMBOSSED 


SHADOWBOX 
* 


riendship 


Photos 
25-51 


50 for $2... from one pose 
plus 10¢ shipping... 
including special bonus 

of Friendship Folio 


Friendship Photo’s excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle glamour to that 
treasured snapshot. Prints are wallet-size 2%" x 
34%". Satisfaction guaranteed. Order today 


With every order of 50 


Friendship Photos, this 
= ee ee ee ee oe oe 


wonderful, handy Friend- 
ship Folio. Holds 12 photos 

Friendship Photos, Dept. P- Te Quincy 6 69, f Mess. 
Please send me 


in acetate envelope leaves 
S50 For $2.00 
D 25 “Shadowbox” Friendship Photos . . . from one 
pose ... $1.10 enclosed. 


ae one a 
C) 50 “Shadowbox” Friendship Photos . from one 
pose ... $2.10. | am to receive bonus of Friendship 
Folio at no extra charge with my order of 50 


return unharmed. My money back, airmail, if I'm not 
completely satisfied. 
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of responsibility or, in some cases, ad- basis for a good working arrangement.” 








olivetti 


The Olivetti Lexikon Electric lets you 
type the world’s most beautiful letters, 
so quickly and clearly that compliments 
pile up the way work used to! (And the 
automatic switch shuts off the motor 
when you forget.) The Olivetti Lexikon 
Standard is every bit as handsome, and 
has many exclusive features to make 
life pleasanter for typists. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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curtain going 


BY MARY JOLLON 


()* ANY WEDNESDAY afternoon about two o'clock. New 

York’s Broadhurst Theatre presents a scene of furi- 
ous activity. It’s matinee day—early arrivals, tickets in 
hand, are already crowding into the lobby. Optimists be- 
siege the box office, hoping for a last-minute cancellation ; 


more practical souls line up to purchase tickets for two, 


three—even six—months ahead. Everywhere, there is 
the hum of conversation, laughter, expectancy. 

The reason for all the excitement is, of course, that 
the Broadhurst houses a hit. Its tenant—the fabulous 
“Auntie Mame.” } 

If you could go backstage at the Broadhurst on 
Wednesday afternoon, you would find the same excite- 
ment and activity there. Stagehands shift scenery, test 
lights. Actors pause to compare notes. A handsome young 
man inquires hopefully about a part in the forthcoming | 
road company... . : 

The bustle spills over, even into a small almost-on- 
stage room. This is the star’s dressing room; and here. 
Rosalind Russell—Auntie Mame herself—is getting ready 


for the matinee. A maid helps her don her costume, a 





hairdresser stands ready to put on the first of the many 


Backstage scene--Lillian checks appointments with “Auntie Mame.” wigs she wears, a publicity man arrives to check on a 
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RICHARD DEAN 


PHOTOS BY 





Sometimes phone calls 


seem to be on an every-other-minute schedule. 





Lunchtime—and a chance to scan 


the drama pages. 








One demand 


j 





on an actress’ time—Rosalind Russell makes 


a tape recording for the Heart Fund. 








iorthcoming magazine article, the young hero of the 
play comes in for some last-minute advice. And 
inject a businesslike touch into this world of make- 
an attractive, calm-looking girl stands by, managing to 
helieve. 

“Will you be able to accept the Harpers’ Award at a 
luncheon on Friday?” she asks Miss Russell. ““M. C. A. 
(the star's agents) want to know if you've had a chance 
to look over the new contracts yet?” “Can you appear 
at the Muscular Dystrophy telethon after tonight's per- 
formance?” 

The girl is Lillian Drazek, Rosalind Russell's secretary, 
and this prematinee conference is her way of keeping 
up with a jet-propelled boss. 

“On this job. the hours simply aren't long enough.” 
Lillian explains, “so you start scheduling the minutes in 
order to get everything done. | ride to the theater with 
Miss Russell and stay there till curtain time—it gives 
us a chance to get caught up on unfinished business.” 

As her boss makes quick, to-the-point answers, Lillian 
takes notes (mostly of the mental variety). Then, all too 
soon, there is a knock at the door—and a voice calls, 
“On stage. Miss Russell. Places for the first scene.” 


Instantly, Rosalind Russell switches from business 





executive to Auntie Mame—complete with Chinese 
lounging pajamas, a richly embroidered Mandarin coat, 
a long cigarette holder. Fully in character, she sweeps 
on stage; her secretary rushes to the long black Cadillac 
waiting outside and returns to the office. 

Though perhaps “office” isn’t the right word to use for 
a suite at the fashionable Hotel Pierre. For this is Miss 
Russell’s home in New York. and a very beautiful one 
it is. Soft colors. beautiful furnishings. large airy rooms 
blend in with the star’s personal touches—family snap- 
shots. a portrait of her son, mementos of other movies 
and shows. But make no mistake about it, Lillian works 
very hard in this unusual office. 

Smack in front of a huge window in the living room 
is her work area—a handsome mahogany desk; the inevi- 
table typewriter; and two phones, one for incoming calls, 
one for outgoing. A nearby table holds scripts, mail, piles 
of pictures ready to sign. The only things missing are 
the files. and they are out of sight in another room since 
“there’s nothing pretty about them.” 

The phone rings constantly. Almost anyone may be at 
the other end—press agents. directors, writers. financial 


advisers. personal friends. fans. Miss Russell comments: 


“N\Iv secretary needs nerves of steel to be able to stand 
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all that noise.” and she’s undoubtedly right. Somehow, 
Lillian remains undismayed by the clamor, is adept at 
screening calls—a wonderfully useful trait, since there 
are times when it seems as though half the people in the 
country would like to talk to Rosalind Russell. 

Lillian reports for work at a delightful hour—eleven 
o clock. But her working day doesn't end till six-thirty 

plus. “When I first took this job,” she explains, “I 
used to come in at ten, leave about five. | soon found, 
however, that the later hours were more adaptable to an 
actress’ schedule.” 

At the top of every day’s agenda is the mail. usually 
dealt with over breakfast for Miss Russell, “a second 
cup of coffee” for her secretary. Unlike many bosses. 
Rosalind Russell likes to open her own mail. then dic- 
tates many answers immediately. Lillian jots down rapid 
shorthand, but not in the regulation notebook. Her per- 
sonal choice is a large ruled pad because “it’s bigger. 
easier to handle, and | don’t have to turn pages so often.” 

Naturally. a star’s mail is a mélange of just about 
everything. There is a huge volume of personal mail. 
Fan letters, and requests for pictures and souvenirs ar- 
rive by the hundreds. Theatergoers write to say how 
much they enjoyed the show; others send clever cari- 
catures of Auntie Mame. 

Several months ago. a young fan sent in a yard-long 
poem extolling the beauty and grace of Miss Russell. 
“We still haven't gotten to the end of it.” Lillian laughs. 
“and whenever we're feeling a bit low. we take it out 
and read a few lines more. It's a wonderful tonic.” 

Not only does the mail have to be answered. but it 
must be recorded as well. For tax purposes, Lillian keeps 
records of every stamp, every picture, every purchase, 
every phone call—an enormous task. Her files are bulg- 
ing with receipts to show Uncle Sam on March 15. 

Another big job is dealing with requests for house 
seats. Miss Russell has several tickets assigned to her for 


each performance of “Auntie (Continued on page 56) 









Dictation can be fun when 
hoss and secretary both have a sense 


of humor. Just ask Lillian. 


Letters by the hundreds pass 
through Lillian’s typewriter. 
Destination: just about 


anyone, anyu here. 
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adhesive 
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annealing 


annular 
arc welding 


assembly 
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ball bearings 
band sawing 
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boring 
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Compiled for Today’s Secretary by Teresa Mortati 
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Help Your Employer Prepare a Speech 


Su 


ggestion: Keep these 


BY PEGGY NORTON ROLLASON 
Number One of a monthly series on how to handle special, once-in-a-while jobs 
pages in your own “How To” file and send us your requests for topics to be dis 


@ it may not happen often—unless your 
lecturer. 
but 


fine day you may discover with a start 


employer is a_ professional 


educator, or political figure some 
that he has accepted an invitation to 
speak before the Executive Management 
Conference: and what's more, he ex- 
pects you not only to “lend your ears” 
but your talents as researcher, organizer, 


If this 
is the first time he has burst into speech 


sounding board. and sec retary. 


during your career with him, it may be 
an alarming prospect. But it needn't be! 
FinsT, MAKE A CHECK LIsT of the items 
involved in preparing for S (Speech) 
Day: 

1. Date, time, place, and occasion, of 
course. 

2. The speech topic and approximate 
length (a very vital factor!). Also, your 
boss” spot on the program. (Especially 
helpful, too, would be a list of the 
other speakers’ topics.) 

3. If a photo and brief biography of 
your employer are needed by Executive 
Management for advance publicity or 
printed programs, these should be dis- 
patched early. 

1. Executive Management may expect 
to receive copies of the prepared text 
any where from three days to three weeks 
in advance—and it’s up to you to see 
that your employer meets this deadline. 

5. It's almost standard operating pro- 
cedure nowadays to issue a release to 
the press. Your employer may not be 
interested, but 


may expect a release, especially if it’s 


Executive Management 


a business conference of interest to lo- 
cal newspapers and trade papers. Some 


organizations inviting speakers have 


staffs to prepare such releases: or per- 
haps your own company has a publicity 
department, in which case your worries 
will be over. 

6. Make a note on your calendar to 
check the papers the day of his talk or 
the day after and to watch weekly and 
monthly trade papers. If he’s speaking 
in another city, your local out-of-town 
If 


your firm has its own clipping service, 


newsstand will hold copies for you. 


your only job would be to alert them. 
Once these preliminaries are settled, 
your real job narrows down to Step No. 


2. the speech itself, 


DON'T BE is 


the fact that it 
only September 9 and your boss is not 


MISLED by 


speaking until December 12! Deadlines 


have an appalling way of ambushing 
you from behind a pile of urgent current 
work. Even if Executive Management 
doesn’t need the speech much before 
S-Day, be smart and set yourself a dead- 
line two weeks earlier. 

Naturally, you've made a special file 
folder into which you've put the perti- 
nent correspondence, plus your tenta- 
tive timetable of preparation. Next: 
to file 
pertaining to the speech topic. 


Take time assemble material 

Include copies of any previous speeches 
on the same or related subjects—they 
may prove invaluable. 

Check your Bartlett's Familiar Quota- 
tions for several appropriate sayings 
from which your boss can choose. 

Gather needed facts and figures from 
previous files; and find out if your boss 
will want more current data, so that you 
can begin to assemble it from other de- 


partments or reference books. 
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ed in future issues. 


Find out if he wants any visual props. 
There 


value. 


may be company materials of 


kits: 


ups of ads, charts and graphs: and even 


Salesmen’s samples; blow- 


live models displaying merchandise, 


have all been used to add sparkle to 
speaking sessions. These may not have 
occurred to your boss as being part and 
parcel of a talk—and they might not be 


appropriate in some cases—but he will 


appreciate your interest. 
ONCE YOI 


HAVE ASSEMBLED all the ma- 


terial you can, give it to your employer 


with the time schedule and ask if he 
wants to begin drafting his speech. (He 
may not have realized, either, that 


December 12 isn't aeons away!) 

In transcribing those first notes, be 
sure to number and date each draft and 
make a carbon to file for future refer- 
ence. Type on colored paper to iden- 
tify the speech as draft material. Triple- 
space, with wide margins top and _ bot- 
tom, leaving plenty ol space for cor- 
rections and insertions. 

Type subheads in the upper right- 
hand corner of each page, and keep all 
An easy trick to 
to para- 
graphs apart and staple them in the 


related items together. 
speed draft assembly is cut 
preferred sequence. However, watch for 
grammatical errors and change of tenses 
in this reassembling process as it is very 
easy to lose continuity. 

BE SURE TO NOTE the sources of refer- 
ences and quotes. Nothing is more dev- 
astating to a speaker than to find he has 
failed to give proper credit for another's 
work, because of a careless loss during 


revisions. This (Continued on page 63) 
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UNDERSTANDING YOURSELF 


NHE 


the Y.M.C.A. 


Meriden, Connecticut, recently spent $25,000 to find 


UNIVERSITY OF CHICAGO and in 
out what people want to study most. Their joint survey 
revealed that the two main subjects people want to 
learn more about are health and human relations. Both 
are essential to enjoying life and to being successful in 
our jobs. 

Although many companies give applicants medical 
exams, so far no one has devised a test to determine an 
individual’s ability to get along with people. A survey 
of the reasons why companies fired employees disclosed 
that only 15 per cent lost their jobs because they lacked 
the necessary skills; 85 per cent were dismissed because 
they could not get along with people. 

Smart businesswomen are making it a point to learn 
all they can about good human relations. The value of 
this knowledge as a business asset is proved by the fact 
that the National Secretaries Association (International ) 
includes human relations in its six-part annual CPS 
(Certified Professional Secretary) exam. A number of 
colleges and adult-education institutions are now offering 
courses in this subject. 


IN cHICAGO, 35 ambitious women have just completed 
a ten-week course, Human Relations in the Office, at the 
Central Y.M.C.A. These secretaries, supervisors, and 
office managers come from many different lines of busi- 
nesses and from companies of various sizes. Their prob- 
lems are universal among office women. 


0 


Each one was asked to write about her most trouble- 
some human-relations problem, so that the class could 
discuss her difficulties and share each other's experi- 
ences. Intelligently, the largest number felt that their 
main problem was to understand and improve them- 
selves. Other kinds of problems involved (1) being better 
supervisors, (2) getting along with “problem” co-work- 
ers, (3) getting along with the boss, (4) winning co- 
operation from other departments. 

Since self-improvement was the main goal, a great 
deal of time was spent on this phase of human rela- 
tions. The women asked questions like these: “How can 
I improve my personality?” “I would like to feel well 
liked and that I belong. How can I overcome a feeling of 
loneliness?”’ “How can I be pleasant to one who irri- 
tates me?” “How can I overcome a lack of communica- 
tion between co-workers?” 

The ideas and suggestions offered by others in the 
class helped these young women to find answers that 
should be useful to other businesswomen who face sim- 
ilar problems. 


1. How can I improve my personality? 

This sounds like a large order, but it is the most 
worth-while “do-it-yourself” project you can undertake. 
A good blueprint mentioned by one woman for perking 
up your personality was drafted by Dale Carnegie in his 
book, How To Win Friends and Influence People: 

a. Become genuinely interested in others. 
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the other person to make the first move instead of taking 
the initiative ourselves. Several women in the class ad- 
vocated “joining” Dr. George Crane’s “Compliment 
Club.” If you pay three sincere compliments to people 
every day for a month, you should notice a great im- 


FF) BET TERR oy sasnuvn enener 


b. Smile. 

c. Remember that a person’s name is to him the 
sweetest and most important sound in any 
language. 

d. Be a good listener. Encourage others to talk 
about themselves. 

e. Talk in terms of the other person’s interest. 

f. Make the other person feel important—and do 
so sincerely. 

Another helpful suggestion made was: Develop your 
self-confidence. Edie Jones, fashion co-ordinator for a 
large Chicago department store, told her secret for de- 
veloping confidence. “It may sound silly,” she admitted, 
“but it works. 

“Every morning for six weeks. look at yourself in the 
mirror. Stand erect and tell your reflection, ‘I am ter- 
rific!” By the end of six weeks, you should be convinced.” 

Miss Jones’ idea is based on an old rule of personality 
development: Act like the kind of person you would like 


to be, and you can change your personality accordingly. 


2. How can I overcome a feeling of loneliness? 

Most people experience periods of loneliness. A speaker 
told the Lake Shore Chapter of NSA that, “People are 
always building fences; it’s a self-defense mechanism. 
You have to make the other person want to open the 
gate.” 

The secret of getting people to accept you is simple— 
show them that you like them. Too many of us wait for 


provement in your relations with others. Why? Because 
this practice makes you pay more attention to others; 
in so doing, it is almost inevitable that you forget about 
yourself, 


3. How can I be pleasant to one who irritates me? 
This is a real challenge and a true test of your knowl- 
edge of human relations. If you can be nice to someone 
who irritates you, you can get along with anybody. 
The class suggested making this person your pet 
project and trying the following methods: (a) use em- 
pathy, the art of putting yourself in the other person’s 
place; (b) learn all you can about the person who is 
difficult; (c) find out the person’s likes and dislikes, in 


order to discover some common ground; (d) show a 


special interest in this person. 
One woman reported that she had solved this problem 
by the direct approach. She went to the other girl and 


explained that she would like to be her friend. She 


then asked whether she had done anything that had dis- 
pleased the girl, and she offered to make amends, Sur- 
prised and flattered, the “difficult” person admitted that 
she had no complaint—she simply had gotten the wrong 
impression of this woman. The frank chat broke down 
the barriers, and the two women have since become 
good friends. 


1. How can I overcome a lack of communication be- 
tween employees? 

The class agreed that everyone liked to feel that she 
was “in the know.” Volunteering information was sug- 
gested as one way to start the ball rolling. This proved 
effective for one woman who found that after she had 
interested others in her work, they in turn kept her 
posted about what they were doing, unless it was confi- 
dential. In a short while, the people in her department 
had a clearer picture of each other’s job, and they began 
working together as a real team. 

In summing up their experiences, the women listed a 
few helpful hints for improving your human relations 
to gain success and satisfaction from your job: 

1. Show that you want to be friendly. 

2. Don’t be afraid to take the initiative. 


Develop self-confidence to inspire it in others. 


mm Ww 


Look at situations from the other person’s point 

of view. 

5. Make a special effort to befriend the “problem” 
employee. 

6. Tell others what you are doing and show an inter- 
est in their work. 

7. Share information that others are entitled to know. 

8. Leave your problems at home; others have troubles 

of their own. 
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WHAL'S IN 
A CHAIR? 


By Barbara Habley 


w So what’s in a chair? You are, Miss Secretary! By 
the very nature of your work, you remain sitting for 
long periods of time each day. This, however, is no sur- 
prise to you—a sharp pain jabbing across your back 
may constantly remind you that you have been sitting! 
If you have ever experienced such a reminder, relax 
a minute and ask yourself whether you have been sit- 
ting properly 

Erect 


both posturewise and chairwise. 
posture is the secret to the elimination of 
muscular fatigue, for poor posture strains body muscles 
and tendons. If you maintain good seated posture. your 
internal organs are in their natural working positions. 
All parts of your body are in balance, and the bony 
structure carries the weight of your body. In addition, 
your muscles and nerves are at rest and free to act 
naturally. They are not cramped and pinched so that the 
energy of your body is unable to function completely. 

The total result of sitting erect is this: The elimina- 
tion of strain and muscular fatigue will help to make any 
job seem easier. Therefore, office production will be 
increased. 

Proper seating may be maintained in any chair for 
a reasonable length of time; but good posture is easier 
to achieve and hold with a little help. For this reason, 
special chairs have been designed for you—chairs that 
will relieve your discomfort and help to increase your 
efficiency. When you replace an ordinary chair with a 
posture chair. the lower part of your back will be sup- 
ported. The muscles and ligaments that must do most 
of the work in supporting your spine will be aided where 
that aid will do the most good—in the small of your 
back. The distortion of your back, 


“slumped” position and resulting in pain, can thus be 


exemplified by a 
prevented by using the proper chair. 


THE SECRETARIAL POSTURE CHAIR has been designed so 
that it can be adjusted to relieve any individual’s mus- 
cular strain. After all, every person who uses a posture 
chair is an individual, so each chair must be made to 
adjust to all kinds of people: tall, short, thin, or heavy; 
short-waisted or long-waisted. 

Basically, there are two designs of secretarial posture 
chairs—those with rigid backs for people who type 
most of the day and remain, generally speaking, in one 
position; and those with spring backs for people who 
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perform a variety of seated duties and movements dur- pelvic bone structure and thereby support the flexible 


ing the day. A variation of the spring-back posture chair section of the spinal column above it. 
is the chel: with the larger seat and back, where the *" By moving the entire back rest and support for- 
seat tilt: .|ichtly simultaneously with the tilting of the ward or backward to accommodate your body, depend- 
back. ing on whether you are stout or slender. When you 
Any particular make of posture chair has its own ad- adjust the back rest properly, you will be able to sit 
justment features, and either of the basic types will have in the center of the seat, directly over the base support. 
certain adjustments that are best for the purpose for " By raising or lowering the entire seat and back 
which each chair is intended. In general, however, you rest so that you will be able to sit comfortably with 
may adjust secretarial posture chairs in these ways: your feet resting flat on the floor. Pressure on nerves 
* By raising and lowering the back rest so that it or blood vessels under your thighs will be relieved, and 
supports your pelvic bone structure properly. Since a the feeling of numbness will be reduced. At the same 
large chair back is not necessary for this support. a pos- time, you may adjust the height of the chair to corres- 
ture-chair back rest is smaller than those found on pond to the height of your desk or typewriter. 
ordinary chairs. It is also shaped so that it will fit the * By adjusting the spring tension applied to the seat 
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and back rest. On a chair that does not have a tilting 


seat, your back is held firmly in working position by 
tension applied to a spring mechanism; but you may 
lean back for complete relaxation. On chairs that have 
a tilting seat. the back tension can be adjusted to give 
the least resistance; and the resistance will increase as 
the chair is tilted back. 

Early posture chairs were adjusted by moving bolts 
in a series of holes. Now, any one or all four of these 
adjustments are more often than not made by the sim- 
ple turn of a handwheel. 


KEEPING IN MIND that a secretarial posture chair is also 
a valuable piece of office furniture, manufacturers have 
combined function and sturdiness with attractiveness. 
Upholstery can often be obtained in two-tone colors or 
in solid tones. The back rest and cushion are available 
in a variety of fabrics, simulated leathers, genuine 
leathers, and Naugahyde. 

The supporting structure of aluminum, wood, or steel 
is finished in a number of different ways, too—brushed 
aluminum; polished and stained wood; or baked-enamel, 
anodized steel. The metal finishing on chairs comes in 
a variety of colors—gray. brown, and green being the 
most common. 

The bases of posture chairs must be made to with- 
stand hard knocks and jars over a period of several 


years and in the care of several people. These bases may 


WOOD 





be composed of Fiberglas, steel, tubular metal, or wood. 
Some bases are provided with guards and are rounded 
so that they will not scuff desks or shoes or snag stock- 
ings. Some chairs even have rubber bumpers around 
their seats to protect both the chairs and the desks. 


CHANGES IN SECRETARIAL POSTURE CHAIRS typify the 
over-all change there has been in the concept of office 
seating. In the legends of King Arthur and his Round 
Table. the “businessmen” sat on large, sturdy chairs. 
In more modern offices, standard desk chairs usually 
had wooden seats and backs that were movable only to 
the point where they had a swivel-and-tilt arrangement. 
Clerks and typists were usually seated on straight, un- 
padded stools or chairs. 

Today, secretaries are not the only ones thought of 
when posture chairs are designed—there are also ex- 
ecutive models, with armrests. In fact, there is a posture 
chair for everyone from the office boy to the big, Very 
Important Person in the head office. 

Special posture chairs have been made for watch- 
makers. linotype operators, accounting-machine oper- 
ators, bank tellers, and people in other specialized fields. 
There is even a special chair for the engineer who places 
the countless wires and parts into an electronic “brain.” 

If you would like to have further information about 
the chairs pictured in this article. write to the following 


manufacturers: (Continued on page 61) 
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\\ HAT IS THE CAREER SECRETARY? Is 

she the same as any other female 
except that she can type and take short- 
hand? 


Chicago 


Most unlikely, according to a 
sociologist who interviewed 
more than two hundred secretaries and 
bosses. He found that a career secre- 
tary’s qualifications would probably 
read like the Girl Scout oath: 
thoughtful, 
dependable, and versatile. 
The sociologist, B. C. McCall, is 


social-research consultant to the Ameri- 


intelli- 


vent, courteous. attractive, 


can Photocopy Equipment Company, 
Chicago. This firm is the world’s larg- 
est producer of office photocopy equip- 
ment, and the study was designed to 
help the company learn more about the 
people they serve. 


McCall 


“The career secretary 


Digging deeper, reported, 
possesses other 
characteristics that make her invaluable 
to the modern American business ad- 
ministration, which is highly charged 
and extremely volatile. She represents 
a rather steady continuity in the ebb 
and flow of executive life. And _ these 
characteristics can be seen in many 
ways, the most important of which is 
her relationship with her boss.” 


McCall 


and bosses in 17 states; the selections 


interviewed 247 secretaries 
made were representative of all parts of 
the country, businesses and professions 
of all sizes, and executives at all levels 
of management. 


DerIveD FROM the Latin word meaning 


secret, private, or confidential, “secre- 


tary” implies a close relationship be- 


what is the career secretary? 
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tween two persons, in which they enjoy 
a mutual trust. “This, in essence, is the 
principle underlying the role of the ca- 
reer secretary of the present day, who 
is almost invariably (in this country) 
a woman,” McCall pointed out. 

He reported that the good career sec- 
retary takes on herself the obligation of 
so ordering the flow of work for her boss 
that he is freed, without too much effort 
on his part, from many routine details. 

“As such, she serves as a screening 
device for his work, for his information, 
for his relationships with outside per- 
sons. She knows him so well that she 
can sift and organize his reading. She 
calls matters to his attention at appro- 
priate moments, and is fully aware of 
the hierarchy of importance of the 
things he must do. 

“This idea of great trust places a 
high quality of expectation on the career 
secretary, particularly as the demands 
of the modern world have become more 
and more complex.” 

The characteristics that go into mak- 
ing the career secretary are a combina- 
tion of basic personality attributes and 
learning through experience. Though 
she can readily acquire in school the 
technical skills needed for her routine 
jobs, she becomes the specially skilled 
secretary only through a long period of 
learning on the job. 
THE HARMONIOUS secretary-boss _ rela- 
tionship, however, is not achieved over- 
night. It takes time for a secretary to 
train her boss to use her services most 


effectively. The burden, according to 


































McCall, is on both of them in the early 
stages of their relationship. 

“It is perhaps a little more difficult 
for the boss to learn that his secretary 
is essentially an executive assistant—a 
person with considerable initiative and 
flexibility and a strong sense of loyalty 
to him as an individual.” 

The career secretary's primary busi- 
ness loyalty is to her boss, the report 
said. It is quite likely that she started 
with him early in his career and has 
moved along with him. In this process 
she has become his confidante in matters 
small and large. She considers her role 
of confidante sacred, and she can be 
trusted with top-secret information. 

In his absence she must make deci- 
sions. And the good career secretary 
knows the limits of her decision-making 
prerogative. The consultant found that 
unlike the stereotype of the secretary 
depicted in popular literature, TV, ot 
the movies, the career secretary rarely 
exceeds her limits. 


THE RELATIONSHIP between the career 
secretary and the boss is one of com- 
plementary teamwork. She is not in 
competition with her boss. She does 
not believe that she can run his business 
better than he does. But she is aware of 
her own strength as a strong right arm 
to his efficiency and creativity. She is 
not likely to be so independent that she 
herself. She 


tends to look at things “in tandem.” 


wants to run things by 


playing an important subordinate role 


in all but routine matters. stated 


McCall. 


(Continued on page 62) 











WHAT SECRETARIES are DoInc 
AT THE BELL SYSTEM 


Doris Smart works for James Furman, general traffic manager in the New 
York Telephone Company. The scope of her boss’ job is tremendous—super- 
vision of thirteen thousand employees, responsibility for the thousands of 
calls that daily pass through Manhattan, Westchester, and the Bronx. This 
means that Doris works at a fast-stepping pace—taking dictation three or 
four times a day, typing, keeping records on those thirteen thousand em- 
ployees, filing, screening and routing mail, arranging conferences. All this 
is accomplished at a desk that’s neat. Biggest item in Doris’ day—the phone. 
It rings constantly, most often in times of excitement or stress—a storm, a 
transportation breakdown, the World Series—when calls flood the central 
switchboards. The solution to any local problem: “Call Mr. Furman.” Doris 
enjoys the phone work, knows that the “voice with a smile” applies to secre- 
taries as well as to operators. She often works late to catch up on routine 
things that get pushed aside in the melee of an average day. This Gibbs grad- 
uate has always wanted to be a secretary, likes her job so much that she talks 


“about it all the time—but never on the phone!” 


Ellen Jeppesen is security-conscious—all the time. From nine to five, she 
works in a “classified” area, carries an identification pass at all times. After 
five: “You just don’t talk about nine-tenths of your working day.” Her job: 
Secretary to E. J. O'Connell, superintendent in the systems programing at 
Western Electric. He co-ordinates defense-project efforts: she does the work 
behind the scenes—making up reports, taking care of voluminous correspond- 
ence, scheduling appointments, arranging travel schedules. She likes least: 
filing—and her boss receives a copy of every letter that concerns the defense 
project! The office is in a constant state of flux with government men, 
service representatives, scientists, and engineers passing through every 
day and with Mr. O'Connell always holding a conference in his own office 
or attending one in someone else's. Ellen has been on her present job for 
three years, likes the variety, the feeling of being in on something vital. She 
finds that you can get used to working under security regulations, never for- 


gets the reminder on her telephone: “Think before you speak.” 


Connie Roke believes that a secretary must feel that she can be of 
service, always display a spirit of helpfulness. With this in mind, she spends 
five days a week acting as executive secretary and “right-hand girl” to G. W. 
Gilman, director of telegraph, signaling, and special-systems development at 
the Bell Laboratories. Mr. Gilman’s job is highly technical, dealing with 
data transmission, data processing, mechanical brains, and the like. Connie 
knows that she cannot completely assist her boss in technical areas, works 
doubly hard to anticipate his needs in nontechnical ones. She’s a whiz at cor- 
respondence, screens and reroutes all mail to save time (her boss’), does re- 
search for speeches and meetings, can calmly accept a sudden change in 
plans that she has worked over for weeks. All this is coupled with a fantastic 
knowledge of people and jobs and an ability to find material that “came into 
the office ten years ago.” Technical men, Connie has discovered, are too busy 
thinking oi vast projects to bother about details; it’s their secretaries who do 
all the arranying, all the checking, all the worrying. 
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Herewith a brief sampling of secretaries and their jobs—each one, of course, 
incorporating the usual office routine; each one, too, including the touch of 


variety that distinguishes it from any other job in the company. 


BY LISA MATTHEWS 


Madeline Schilley has always had a liking for mathematics, a fact that 
adds much to her pleasure in—and performance on—her job. She's secretary 
to Albert Holley, division manager of the commercial department in the 
New York Telephone Company's Brooklyn office. Facts and figures abound 
in the department; it looks after approximately 346,000 accounts, devises 
ideas to keep telephone owners happy and phone-conscious. Big push at 
the moment: colored phones. Year-in, year-out promotion: better service. 
Madeline works on personnel files, payrolls, and records in addition to doing 
“lots of typing,” scheduling appointments, handling her boss’ personal files 
and correspondence. She uses her shorthand to take down scores of daily 
phone messages, has discovered that what you say and how you say it is a 
mighty important part of any job. Office can become hectic when something 
has to be done in a rush, but Madeline tries to anticipate crises, keep every- 
thing on an even keel. Partial reward: very little overtime, so she has a 
chance to enjoy the antics of her ten-year-old son. 





Marge Conneely is apt to answer her phone, find it’s her boss, J. A. 
Bowman, calling from Paris, Alaska, or California. His job as general man- 
ager, special projects, Long Lines Department, keeps him on the go—for 


special projects deals primarily with the laying of telephone cables under the 





seas. Just finished—cables to Europe and Alaska; in progress—a cable to 
Hawaii. Marge keeps a shorthand pad handy, since many phone calls mean 
a lengthy stint of dictation from Mr. Bowman or from people who are trying 
to contact him. To speed shorthand writing, she has devised some “Conneely 
specials,” her own brief forms that fit into this highly technical field. Laying 
cables involves months and years of planning; for Marge this means moun- 
tains of paper work, thousands of phone calls, arrangements for international 
and intercompany meetings. During her boss’ absences, she catches up on de- 
tails—particularly filing “on which I'm always behind.” When Mr. Bowman 
returns, the office pace zooms, people drop in at any moment. But the varied 


life intrigues Marge—“you never know what will happen from one minute 





to the next.” 


Ruth Westerberg finds that she’s an editor as well as a secretary. Her 
boss, P. C. Mabon, is assistant to the president of the American Telephone 
and Telegraph Company. As such, he’s responsible for monthly and annual 
stockholders’ reports, company brochures, and speeches. Ruth spends hours 
editing copy, reads proof after proof. She has learned that you have to be 
extra careful of everything that is sent out—people read even the punctua- 
tion. Several years ago, for example, a Buffalo teacher noticed a mistake 
in grammar—A T & T now has a copy of the teacher’s grammar book on its 
shelves. Dictation doesn’t play too large a part in this secretary's average 
day—she’s much too busy editing, planning weekly conferences, lining up 
research material, making seating charts, typing her own letters. There are 
times, too, when all four lights on her phone are ablaze at once. Now in the 
upper echelons, Ruth started out at A T & T by “filling water bottles,” and 
worked up to her present position. Her favorite timesaver: letting editorial 
corrections pile up, then rushing them into Mr. Mabon for a quick O.K. 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 51) 


words / can be teasers 


Barnyard Animals 


Here are short definitions of eight words. each of which begins with letters spelling the name of a 


common barnyard animal. What are the wor:'s? | 


|. Positive in manner of utterance. 5. Consequently, therefore. 

2. A dove. 6. To thrash: to scold severely. 

3. A person who lacks courage. 7. To crouch or shrink from fear. 
}. Bashful, timid. S. A reddish-orange dye. 


A Chain of Words 


The last syllable of the word that is defined in No. 1 is also the first syllable of the word that is defined 
in No. 2. The last syllable of the word defined in No. 2 is also the first syllable of the word de- 


fined in No. 3, and so on. Can you forge the ten links of this chain? 


1. Clumsy. 6. One who sends goods by a conveyance. 
2. At one time or other in the future. 7. To transact, execute. 

3. A clock or watch. S. Without regularity of shape. 

1. Work, payment for which is based on the amount done. 9. To decrease, to impair. 

5. Craftsmanship. 10. Strength, vigor, force. 


One Is Right 


Which of the words or phrases within the parentheses in the following sentences are correct? 





|. He drove (farther, further) in that old car (then, less) you pay your overdue account. 
than) he thought would be possible. 6. We expect a big crowd opening night (provided, 

2. Fruit has (less, fewer) calories than pastry. providing) the weather is good. 

3. I think she is charging (to. too) much for her baked 7. Here is the (site, sight. cite) for our new factory. 
goods and candy. 8. The boy looks (like, as if) he were hungry. 

1. Our (principle, principal) product is do-it-yourself in- 9, | will (bring, take) the file to the Legal Department 
sulation material. immediately. 

5. We regret that we cannot fill your order (without, un- 10. She lives only a short (way, ways) down the street. 


Are These Statements True? 


Some of the following statements about matters of spelling, punctuation, and other transcription de- 
tails are true; others are false. Which is which? 


1. A period always follows an abbreviation. for though) should be used to save typing time. 
2. Indirectly quoted remarks are not enclosed in quota- 6. Nouns ending in s are always plural and require a 
tion marks, plural form of verb. 


3. Come and is considered illiterate for come to. . Uninterested and disinterested mean the same thing. 


1. In dividing words, two-letter beginning syllables 8. When spelling out mixed numbers, and should ap- 
should never be separated from the rest of the word. pear between the whole number and the fraction. 
5. Simplified spelling (for example, nite for night, tho 9, Any word ending in -ly is an adverb. 
30) TODAY’S SECRETARY e September, 1957 





Pretty, practical, and penny- 
wise—Rhoda Lee’s drip-dry 


dac ron crepe blouse. pru ed 
at just $4. Sizes 32-38 


In coffee, charcoal, sapphire, 


and red, on a white background. 
Available at the May Company, 
Denver: and Hahne and 


Company, Newark 

































EASHION 


A Rolf 's career case in 
pin-stripe corduroy and , 
patent. In red, green, 

brown: $5.95. ~ 





B Koret of California's 
striped skirt in muted fall 
colors ($15) with color- 
matched shirt ($6). 





* ¢ The “dwidend” sweater 
— can also be worn as a 
jacket — by Exmoor 
of Tycora. About $9. In 
white, black, and assorted 
colors. 


D Rain-or-shine coat in fine- 
combed cotton poplin with 
matching hat-kerchief. By 
Standard Slickers. In natural, 
red, and blue; $17.95. 


E Florentine gold overblouse 
by Glamour in drip-dry 
cotton broadcloth, $2.98. 




















NEW! CLOSET 
HANG 
A 
CHAIN 


Our newest closet 
accessory, consisting 
of 8 three-inch hooks, 
hangs right from 
your closet rod to 
hold all the odd 
items which usually 
clutter up dresser 
drawers, etc. . 
purses, umbrellas, 
belts, children’s 
clothes, anything at 
all. Chrome-plated 
and gift-boxed. Sat- 
isfaction guaranteed. 
Send for New, Free Cot- Order # C 838. 

alog of Unusual Items Just $2.00 post- 























paid 
DOWNS & CO. 
Dept. 8491 Evanston, lil. 
FREE coias: 
PORTRAIT 
ENLARGEMENT, 





WITH EACH ORDER. 


WALLET 
PRINTS 
< we 


60 for 2.00 






Beautifu portrait 
enlargement worth 


ACTUAL SIZE 
(2% % 3%") Send pict 
SATISFACTION der Satisfaction 
GUARANTEED = cuaranteed 

ROY PHOTO SERVICE, Dept. 88 
(P.O. Box 644, New York 1, N.Y.) 











yy SAVE MONEY! 
FACTORY-TO-YOU 


SPECIAL OFFER 
$5.95 ‘: 


post. 






Full & Half Sizes 


3 to 13 
AAAAA to EEE 
Prompt Delivery 


MONEY-BACK GUARANTEE 


u 
§ To introduce our vaiues. we make this SPECIAL GET- 
' AQUAINTED OFFER on our hand. aced mocs. made in 

our own factory and solid direct to you. Extremely 
§ comfortable, like waiking on air. Bouncy foam crepe 
7 soles, choice leather, perfect fitting. extra light ‘n 

flexible, Smartty styled for casual tiving COD’s ac- 
i cepted in WHITE, SMOKE RED, TAFFYTAN. Moc- 
1 casin-Craft, 58-SP Bufftum iene Mass. 

SS Ses Se eB SEE eB ee eee eee eee 


 aintibaennees coeeeeeanees 









Your personality is judged by your erery- 
day talk. In your conversation lies the 
Somesuaiies for social and business ad- 
vancement, new friends, new contacts, 
popularity, in short, SUCCESS. Free 
Booklet “Adventures in Conversation" 
describes in detail a simple, practical, self-teaching 
method. No obligation. Write today. A postcard will do 


CONVERSATION STUDIES 
835 Diversey Parkway, Dept. 2826, Chicago 14, Illinois 








THE SCRIPTURE GUIDE 


The Answer To All Your Problems 
If you are afraid of the future— 
if you have money problems—if 
you have domestic trouble or ill 
1ealth Scripture Guide will di 
rect you in using the Bible to an- 
swer all your problems. Easy to 
use—has 252 different Bible pas- 
sages. Can be used by all faiths 
Send now for yours—limited 





amount. Only $1.25. ppd. Postal 
Shopping Service. 115 Hyde Park 
Ave "a 6, Fla 

















Today’s Secretary 


Goes Shopping 





LEATHER AND GOLD are artistically tion, in six colors, to be printed by 
hand-fashioned in this new “Slave Chain the same one-hundred-and-fifty-year-old 
Belt” and matching “Pin Tacs.” The Dutch press that does prints for the 
belt—huge but feather-light links of gold- Louvre. The map, 18 by 24 inches, on 
anodized aluminum—is a breeze to wear. de luxe parchment-like paper, is suitable 
It hooks simply with the fully-grained for framing. Just $2.50, postpaid, from 
leather buckle, made even more distine- American Heritage, Dept PM 24, 551 
tive by your initials, also in gold. Should Fifth Avenue, New York 17, New York. f 


be the strongest link in your sports ward- 

robe. The Pin Tacs are circles of leather 

and gold with tiny clutch backs that hold YOU HAVE TO SAVE with this clever new 
“Photo Banclok,” if you want to know 
what day it is. Feed it a quarter a day, 
and the date will change. The bank also 
records your grand total—and, for some- 
thing new, there is space for a snapshot. 
(A picture of what you're saving for 





firmly through any material. To be worn 
singly or in pairs on sweaters, collars, o1 


handbags. Belt, completely adjustable ; . 
from 20 to 32 inches, comes in saddle 
tan and black and is reasonably priced XN <~ 
at $5.95. Pin ‘Tacs, also in saddle tan 


and black, $2.95 each: $8.50, postpaid, 
for the belt and single pin, either color, 


any initial. From Works hop Designs, might be an added incentive.) This is a 
Dept. TS, 1009 Narragansett Boulevard, wonderful way to get yourself into the 
Edgewood, Rhode Island. saving habit. Perfect for your desk or 


dresser. Only $2.95 each: two for $5.50; 
four for $10, postpaid. Send to Leecraft, 


FIRST OF A SERIES of great historic Dept. TSP, 300 Albany Avenue, Brooklyn 
maps, chosen for their significance and 13, New York. 


rare beauty is this “Oldest Map of the 

New World,” dating from 1500. Origi- 

nally made by the pilot-navigator who GLAMOURIZE YOUR KITCHEN, or that of 
accompanied Columbus on his second a friend, with these luxurious pot hold- 
ers. Resembling old-fashioned daguerre- 
otypes, the figured cotton prints are 
generously studded with sparkling se- 


quins. Each 8-inch oval pot holder has a 











eg 





voyage, it is filled with authentic, de- 
tailed data and vivid illustrations. After 





obtaining permission from the Naval loop of gold cord so that it may be hung 
Museum in Madrid, where the original decoratively—in case you decide it is too 
has hung for centuries, American Herit- beautiful to use. A_ perfect hostess, 
age has arranged for a glowing reproduc- shower, or new-house gift, singly or in 
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sets. Pot holders come with red, yellow, 
aqua, or pink borders and are $1.49 
each; three for $4.29, postpaid. From 
Helen Hahn Co., Dept TS, Box 64532, 
Los Angeles 64, California. 


TIRED OF SOAP SCRAPS? “Pixie,” a com- 
plexion sponge made of woven plastic, 
will get them off your hands and ready 
to go on your face. Just pull the draw- 
string on one end of Pixie, and toss in all 
the untidy-looking scraps and leftovers. 
(Add a fresh cake if you like.) Close 
the drawstring—two little knobs will 
keep it that way until you are ready for 





a refill—and you have a wonderful com- 
plexion aid. This durable little soap- 
saver lathers instantly and avoids odor 
and messy soap dishes by drying almost 
as fast—it will pay for itself many times 
over. Pixie comes in four colors: yellow, 
green, orange, and blue. Only $1, post- 
paid, no C. O. D.’s, please. From Home 
Products Co., Dept. SY, 399 Main Street, 
Metuchen, New Jersey. 


DON’T SEND FOR THIS if you bowl a 
perfect game every time. But if you're 
a beginner (and what better time is there 
to begin than this fall?) or an average 
bowler, this is what you've been waiting 
for. “Pin Getter” can show you how to 
overcome errors and raise your score 10 
to 75 points. Kit contains one vinyl 





alley, one straight-ball indicator, one 


hook-curve-ball indicator, one carrying 
case, one score book with instructions 
and Average Handicap Table, one Pin 
Getter pencil, and one “Mechanics of 
Bowling” booklet. All this for only $2, 
postpaid. Satisfaction guaranteed. From 
Chegwidden Specialties, Dept. TS-13, 
Box 182, Dover, New Jersey. 


FILING CAN BE FUN—with “Photo Phile,” 
a unique mirrored picture frame that 
will be both pretty and practical on your 
desk or in your purse. Ten of your favor- 
ite pictures of your favorite people can 


SAVE OVER HALF ON YOUR COSMETICS! 


Buy DIRECT from Manufacturer of finest cosmetics and SAVE OVER HALF the regular 
selling price! Exclusive Direct-to-Customer quality cosmetics give you 5 wonderful skin- 
treatment items that usually sell for $10. plus $1.00 Tax. All of these very fine high-fashion 
cosmetics for ONLY $5.00 with an unconditional money-back guarantee. 





LIST YOU YOUR 
PRODUCT: SIZE: PRICE SAVE COST 
SKIN FRESHENER 6 Oz. 1.50 .75 7 
DEEP CLEANSER 6 Oz. 1.50 75 7 
MOISTURE LOTION 2 Oz. 2.50 1.25 1.25 
LUBRICATING CREAM 2 Oz. 3.00 1.50 1.50 
HAND & BODY LOTION 6 Oz. 1.50 .75 75 
10.00 5.00 5.00 
Fed. Tax — 1.00 1.00 Incl. 
Regular Retail List Price — $11.00 $6.00 $5.00 


Just imagine! $11.00 worth of everything you need for a beautiful skin treatment for just 
$5.00 including postage & tax. Send only $5.00 TODAY (limited time only) by check 
or money order to INTERNATIONAL STANDARD LABORATORIES, INC., 700-10, 


Prudential Bldg., Houston 25, Texas. 


Distributors wanted for an outstanding opportunity to an exciting, pleasant profitable career with per- 
manent income. No age limit; no car or experience necessary; full or part time; day-time or evenings. 


Write today! 








BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 


Atten: MR. BIDDLE 489 FIFTH AVE 
NEW YORK 17, N. Y 











BOTTLETTES GENU 
IMPORTED FRENC 


ag a 


Samples trom world renowned Perfumers. 
Supply limited—this offer may never be du 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. p.o. Box 264 
Dept. P-|82-F, Farmingdale, N. Y. 















$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “‘Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on .. no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phila. 7, Pa. 





























SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 
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GIFT 
BOXED 
POSTPAID 


THE SECRETARY'S $498 
CHARM BRACELET 


Twelve accurate miniatures of the secretary's 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 19-S, NEW YORK 10, N.Y. 








101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 




















GLEAMING GLAMOUR BELTS 


Highly polished guaranteed non-tarnishable solid brass 
belts completely adjustable to fit any waist. Fashion 
smart for day or evening, sport or dressy weor. You'll 
love both the link (above) and medallion (below) styles. 
ideal gifts, too. Satisfaction guaranteed! Se 95 
Send check or M. O. Postpaid, each be < 





RUTH ALLEN & CO. bet. 1, 4726 osage Ave., Phita. 43, Pa. 
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SHEETS, TOASTERS, 
TOWELS, MIXERS, etc. 
GIVEN TO YOU FREE! 


Thousands of famous prod- 
ucts to choose from urni- 
ture, fashions, silverware, 
china, draperies, etc. You 
get $50.00 and more in 
merchandise just by being 
Secretary of a Popular Club 
you help your friends form 
It's easy! It's fun! Nothing 
to sell, nothing to buy. Write 
today: Popular Club Plan, 
Dept. L975, Lynbrook, N. Y 








—— SS ee ee 
| Popular Club Plan, Dept. 1975, Lynbrook, N. Y. | 
Send Big FREE 276-Page FULL-COLOR Catalog | 

















SEE IMPORTANT 
MESSAGE ON PAGE | 


Medical Dictation—Set 51 

Legal Dictation—Set 50 

N.Y. State Regents Tests—Set 46 
Office Style Dictation—Set 47 
Brief Forms & Phrases—Set 45 


ALL ON PHONOGRAPH RECORDS 
SEE COUPON PAGE 1 











Dictation Disc. Co., 
170 Broadway, New York 38, N.Y. 








BE GOOD TO vOUR FeeT/ 


Enjoy buyi ’ Send for Free Catalog 


shoes S/Ze$ 
ape i 073 shoes 
A i) TIFFs 


FLITE in mocha or grey grained calf 
as shown; also in black or came! shag 
for sizes 3 to 12, AAAA to. . . just 542.85" 
(10% to 12, $13.95") *please add 25¢ postage 


Write to Dept. T. y 
SOLBY BA Ves 45 WINTER ST. BOSTON 8, MASS. 



























You neednt be! Now you can 
remove unwanted hair forever 


TROUBLED — in the privacy of your home 
— with the famo hl 
WITH witht “en us Mahler Hair 


Removal rilator! Acclaimed 

by thousands of women who 
UNWANTED have discovered how Mahler 
destroys the hair root perma- 
nently! By following our instruc- 
tions you, too, can learn to use 
the Mahler safely and effi- 
ciently! Positive money-back 
guarantee! Act today! be. 






DEPT. 857-M 
PROVIDENCE 15, &. I. 









Send 5¢ for illustrated 16-page 
booklet ‘New Radiant Beauty''! 











Remington Typewriter 


’ aa 1 A pire | 


You can earn 
$$ MONEY $$ 


i 
i 
i 
a 
i 
i 
at home in spare time with Remington i 
i 
i 
i 
i 
i 
i 





Rand's portable ‘‘Quiet Writer’’ type- 
writer. You pay only $1.00 a week for 34 
months plus $1.00 when you order the 
machine. With it comes a booklet en- 
titled ‘‘How to Earn Money At Home.” 
Order from Sloan & Peters, Dept. 336, 403 Mar- 
ket Street, Newark, New Jersey. 





<2 2 Lat me shew yeu 


HOW TO SPEAK AND WRITE 
LIKE A COLLEGE GRADUATE 


have helped thousands of men and women who have not 

had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. 1. METHOD, 
you can stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn the “secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE upon request. Send me a card or letter TODAY! 


DON BOLANDER, CAREER INSTITUTE 
Dept. 1459, 25 East Jackson, Chicago 4, Illinois 
Please mail me your FREE 32-page booklet on English. 
Name 
Address—~ 
City . Zone 














State 








be kept in one side of this gold-finished 
frame. (An accordion fold of ten sec- 
tions of acetate-covered slots does the 
trick.) Show one or all, depending on 
your whim. A swivel stand discloses a 
desk mirror on the other side, perfect 
for a quick check or fresh dab of make- 
up. Wonderful for any secretary’s desk 





and a find for gift-giving, too. It meas- 
ures 24% by 2% inches and comes 
packed in an illustrated gift box. At just 
$1, postpaid, you'll want to order several. 
From Coby’s Cupboard, Dept. T6, 520 


Fifth Avenue, New York 36, New York. 


BEGINNER’S BONANZA! Here’s an ex- 
citing complimentary introduction to 
America’s favorite hobby, from the 
world’s largest stamp firm. “Complete 





Stamp Collecting Outfit” contains a fasci- 
nating, big collection of 55 genuine 
foreign postage stamps from Africa, Ant- 
arctica, Europe, the South Seas, and the 








UNBREAKABLE MELMAC BARGAIN 
$59.95 45-pc. Dinnerware Set-Now $19.95 


10-DAY MONEY-BACK GUARANTEE 
Unconditionally guaranteed never to break, chip, or crack 
Set includes & each: cups saucers, dinner plates cake 
plates, soup bowls, plus 1 each: oval serving platter, large 
vegetable dish, creamer, sugar bowl and cover Assorted 
pastel yellow, turquoise, flamingo. and grey to each set 


FREE CATALOG 
JAY NORRIS CO., 487-TS, Broadway, New York 











LEARN How to Make Money at 
Home, Addressing Envelopes for Adver- 
tisers. Use Typewriter or Plain Hand- 
writing. Good Pay, Full or Spare Time, 
if you Know How. Mail $1 for Instruc- 
tion Manual. Sterling, Dept. 61, Corona 
68, N. Y. Money-Back Guarantee. 














1000 avoressiasers $1 


SPECIAL XMAS OFFER 
Any 3 different orders $2 ppd. 


Sensational bargain! Your name 
and address on 1000 _ finest 
quality gummed labels. Padded! 
Packed with FREE Plastic GIFT 


BOX. Personalize stationery, 
books, cards, etc, 1000 only 
Mrs. Rernard F. Huntington SPECIAL XMAS OFFER 


$1 ppd. 
3980 W. Shodowione Ra ANY 3 DIFFERENT ORDERS 
jendow Fises $2 Satistaction guaranteed. 


Handy Labels, 927 Jasperson 


Bremerton, Washington 
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Bidg., Culver City 1, California 
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North Pole; plus a large and beautiful 
illustrated stamp album. You also get 
stamp hinges, a powerful stamp magnifi- 
er, and easy instructions—everything 
you need to start today. Yours for only 
10 cents (to help cover postage and 
handling) from H. E. Harris & Co., Dept. 
TS, 3880 Transit Building, Boston 17, 
Massachusetts. 


PRETTY BUTTERFLIES—to perch 
where you will. These brightly feathered 
creatures are handcrafted, imported from 
the Orient, have numerous uses. Let sev- 
eral flit over your flowers and plants— 
clever plastic clips clamp to vines or 
stems. Use one as a bookmark—tiny hid- 
den pin holds pages securely. Or slip off 








the clasp and pin a butterfly to your 
lapel. Each butterfly is individually pack- 
aged in a clear lucite box—makes a de- 
lightful gift or party favor. Just 75 cents 
each: two for $1.25; six for $3.50. All 
prices postpaid. From Terry Roberts, 
Dept. TS, 65 East 93 Street, New York, 
New York. 


CIFT IDEA FOR NEW ADDITIONS—a 
Delft-blue tile plate from Holland. It’s 
7 inches in diameter, individually made 
to order. Old World painting depicts 
Sir Stork, mission completed, striding 
from the room. Baby’s name, weight, and 
birth date are around plate perimeter. 
Clock hands point to hour of birth. Plate 





is baked and glazed under intense heat 
for sparkling luster and great strength. 
A truly unusual—and very lovely—gift. 
Just $2.95 (plus 15 cents fee that you pay 
postman). From William H. Ropeter, 
Dept. TS, 83 Garfield Avenue, Easthamp- 
ton, Massachusetts. 

Important: When ordering, please print 
baby’s name, weight, etc., plainly. 


































































t CLAIRE MC CARDELL (top) 
I- whose designs are noted for their 
g typically American look—has 

y created a new version of her 

d famed surplice dress, becoming to 
t. any figure. Fashioned from 

a jersey, fall’s leading fabric, it is 


softly draped, cinched by a 
wide belt that whittles the waist. 
Perfect for the office, yet elegant 


h enough for after five, it’s Mc- 

d Call’s Exclusive Designer Pattern 
n #4228 in misses sizes 12-20. 

/- Price. 75 cents. 

r SYBIL CONNOLLY (center), 





|. lreland’s foremost designer. has 

ql created a wonderful-looking. 

p surprisingly easy-to-sew suit, using 
the ladylike tweed that is her 
hallmark. It features a wide- 
vpen neckline to be filled in with 
chiffon or left alone. a loose- 
fitting jacket that can be belted- 
im. oversized Huttons for a touch 
f drama. and a slim skirt u“ ith 
walking ease. Appropriate for 
town or country. its McCall's 
Exclusive Designer Pattern #4259, 

misses’ size S 12 18. Pri Ci. S]. 
PAULINE TRIGERE (bottom) 
noted for her late day fashions 
with a French flair has 
reated an elegant tu O-ple ce late- 

, day dress for the woman u ho 

i 

; sews. Superbly styled to flatter 

." . . 

a the figure, it is subtly molded at 

the waist hy means of tiny tuc ks, 

T has a bell-shaped skirt. To 
fashion from silk motre. satin. or 

%y even whisper-weight wool, it’s “ 

UcCall’s Exclusive Designer Pat- 
fern #F 1255. inl mMmilsSée s° Sizes ¥ ° ; 
12-20. Price, $l. Ayer 

a 

" s , s 

6 a . 

d pune 

r. 

e j P ———_— << 
Shedding summer cottons can be fun if one is prepared 
to stride into fall with an exciting selection of autumn 
clothes from which to choose. But if your closet and 
your budget just can’t seem to get together, why not 
investigate the possibilities of becoming a home sewer? 
Many young career women have discovered that a little 
bit of initiative, time, and patience can produce an at- 
tractive wardrobe at a minimum cost. And of special 
interest to the fashion-conscious working girl is the avail- 
ability of designer fashions for the woman who sews. 

it R ; , 

‘ Shown here is a basic wardrobe by three great names: 

t. the very American Claire McCardell; the once French, 

y now American, Pauline Trigére; and Ireland’s foremost 

r, . . ° . + 

% designer, Sybil Connolly. Each has created the type of 


fashion she does best, reflecting the spirit and news of 
her fall ready-to-wear collection. 





back to beauty 


HAVE you ever taken a long look in the mirror at the 


end of the summer and regretted those hours spent in 
the sun during July and August? Many a young career 
girl, when viewing a fading tan and sun-dried hairdo. 
has wished that she hadn't welcomed the sun quite so 
enthusiastically during the summer months. 

We took just such a look at ourselves one day last 
week and without further ado paid a visit to the New 
York salon of skin authority Georgette Klinger. There 
we heard what we had already suspected from our re- 
flection in the mirror. Its a definite mistake for any 
woman to deliberately “sun” her face, said Miss Klinger. 
Though sunburned skin can be softened considerably 
and will, to all appearances, return to its preburned con- 
dition, no cream or treatment can ever replace the nat- 
ural oils that are lost through excessive sunning and 
burning. 

When we asked Miss Klinger to outline a program of 
postsummer care, she told us, “No soap,” and meant it 
literally. Regardless of skin type. Miss Klinger advocates. 
instead of soap, the use of deep-pore cleaners. At the 
Klinger Salon, in fact, there are three of these deep- 
skin cleansing lotions available. Appropriately keyed as 
Lotions D, N, and O—for dry, normal, and oily skin. 
respectively—these lotions seem to tone up the com- 
plexion as they clean it, leave the skin looking fresh and 
alive. Lotion O is a special boon for the too-oily com- 
plexion; besides relieving pimples and blackheads, it 
actually seems to make enlarged pores smaller and finer. 

If you're the dry-skinned (frequently the fair-skinned ) 
type, a consistent and immediate program of care is a 
necessity, since your skin type is the hardest hit by 
too much summer sun. In addition to the “no-soap-at- 
any-time” routine, the Klinger Salon experts advise re- 
moving all make-up thoroughly with cleansing cream 
and following this with a deep-pore cleansing lotion. At 
night, apply a dry-skin cream about half an hour before 
retiring, and tissue it off before going to bed. A special 
night oil should be applied to the eyelids and neck. Dur- 
ing the day, a light moisture foundation under your 
make-up will help keep the skin soft and supple. 

Once a week, give yourself a cod-liver-oil mask. Sim- 
ply apply a thin layer of warm cod liver oil to the face, 
and cover with a tissue. For the most effective results, a 
heating pad placed over the face for a few minutes will 


keep the oil warm and increase its penetrating qualities. 
It may not sound too appealing. but try it. It literally 
works wonders on a sun-parched complexion. 

For your normal-skinned sister, a postsummer course 
of remedial care is still in order. The program can be 
much the same as that described for dry skin. but in this 
case a twice-daily cleansing with Lotion N is suggested, 
followed by a creaming at night. Instead of the cod-liver- 
oil mask, normal-skinned beauties would probably find 
a once-a-week cleansing mask a good precautionary 
measure to tone up the complexion and keep the skin 
free of disturbances. 

Even if you're oily skinned, the sun really hasn't done 
you quite as much good as you may think. Under that 
fading gold facade are probably several deep-seated blem- 
ishes that must be rooted out, say the specialists. Again, 
no soap. of course—but in this case, Lotion O. Used reg- 
ularly two or three times a day, this cleansing lotion 
will keep the pores clean and thus free to eliminate ex- 
cess oil naturally and keep the skin clear. For those in- 
evitable spots, use a calamine or acne lotion created 
especially for such blemishes. Because oily skin is prone 
to blackheads and pimples. apply a pore-tightening mask 
every two days. But don't forget—even a too-oily skin 
needs cream around the eyelids and under the eyes. 

To tone down freckles and hasten the departure of a 
fleeting tan, Miss Klinger recommends a mild bleach 
cream. Consistently used, it will make your skin color 
lighter. 

Resolving to follow faithfully our new complexion rou- 
tine, we hurried home to another session with the mirror 
and the age-old “hair problem.” Though far too dried 
out, we decided the slightly streaky look of our crown- 
ing glory was not unattractive, especially if the hair it- 
self were well brushed and shiny. And, after a lengthy 
mental debate on whether or not to make a drastic style 
change, we decided to compromise on a trimming, at 
least, and paid a visit to our favorite hairdresser. Once 
there, he convinced us that a hot-oil treatment—and pos- 
sibly several of them—would work wonders toward im- 
proving the condition of our hair. Such treatments, he 
explained, not only help keep the hair healthy-looking, 
but also stimulate the scalp and improve the circulation. 
Most beauty salons are equipped to give hot-oil treat- 
ments (at a moderate price), and after seeing the re- 
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sults. we recommend them as a basic step towards your 


by JEANNE PENNIE 





autumn revival. If your hair doesn’t seem to require any 
additional oil (and this is possible if it’s naturally very 
oily) but does seem to be dull and flaky-looking, you 
might try one of several excellent hair conditioners that 
are available for home use. Some of these are solely for 
overcoming dry-scalp and dandruff problems and are 
used before washing the hair. Others combine the 
qualities of a conditioner and a shampoo in one 
operation. You might also try a cream rinse 
after shampooing to make your hair more 
manageable and less “fly away.” And. of 
course. those hundred strokes or more a night 
are still a good thing to remember. 

If you're really in the mood for a radical 
change. why not try an entirely new style. 
If the hair is long. don't cut it before ex- 
perimenting with the possibilities of a 
French knot or a chignon high on the 
head. And for a truly elegant effect. try 
braiding a strand of tiny seed pearls into 
your hair. We've noticed that many an 
otherwise “plain Jane” has attracted 
glances of admiration by such an ar- 
rangement pinned in a bun at the back 
of the head. 

If you've reached the point where 
vou think you'd like to shed some of 
your crowning glory, however, put 
yourself into the hands of an expert 
stylist for a hairdo that is new, refresh- 
ing. and different. You might also investi- 
gate the possibility of a slight change in 
color by brightening your present shade of 
hair or playing up natural high lights. There 
are many temporary rinses on the market today 
with which you can experiment safely and successfully, 

If your budget permits, a new dress or suit is all 
vou need to complete the picture. But even if you 
can’t afford a fall wardrobe pickup right now, in- 
vest in a new lipstick to complement that glow- 
ing complexion and that shiny-headed look 

and you'll be all set to face a brand-new 


' 
season. 
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Barbara hesitated. She looked 
back the way they had come, 
her heart pounding. 
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How fast can you read shorthand? You can probably speed through this article, which is based on Chapters One through Three of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate 
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your reading speed. 
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BY FLOREN¢ 


* OME OF YoU will be opening your short- 
“hand and typing textbooks for the 
first time this fall. You may be dubious 
read and write 
those little “hooks and crooks” at 60. 80, 
100. 120. and 140 or more words a min- 


ute! You may question, too. whether you 


now about learning to 


will ever be able to type rapidly and ac- 
curately enough to obtain a job. 

Don't let these reflections discourage 
Probably that 


been required to learn so far has been as 


you. have 


nothing you 
easy or as exciting as shorthand and typ- 
ing. Within a week you will see the ease 
with which you can think, read, and write 
shorthand symbols. Actually, you encoun- 
ter many ol the forms in longhand writ- 
ing! Typing skill comes quickly, too, with 
practice, 

Every shorthand assignment is a chal- 
lenge to your skill. You must read it, 
learn it, and write it many times until you 
feel the thrill of speed coming to your 
hand as you take dictation. If you will 
read both the graded and the ungraded 


plates in this magazine, you will supple- 
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ee ardied by the 


S DEPARTMENT 








‘E ELAINE ULRICH, Director. 


Gregg 


ment your vocabulary and gain a greater 
facility for reading and writing the out- 
lines. 

On the other hand. you may not be a 
but find that 


knowledge of shorthand has become rusty 


beginner: you may your 


during the summer months. An easy way 
to prac tie e or rey iew is to keep your book 


handy the outlines whenever 


and study 
and wherever you have a few minutes 

perhaps while you commute to and from 
school. As you review, you will wonder 
why you stumbled over the outlines as 


though you were a beginner! 


Nommnc IS MORE INTERESTING and ex- 
~“ citing than winning an award. To 
prove this. we offer a series of attrac- 
tive certificates and pins—you will be 


proud to qualify for them! There are 
lovely certificates and pins to be earned 
at shorthand speeds of 60, 80, 100, 120 
(these may be earned for 3- and 5-minute 
tests), 140, 160, and 175 words a minute. 


The Award 


given for 200 words a minute. 


breath-taking Diamond is 


TODAY'S SECRETARY e@ September, 1957 


, a. 


ah 


ee 


| 





{wards Department 


Phe 


of 


pends on your mastery of the principles 


strength your shorthand de- 
of shorthand and your facility in writing 
and reading your notes. Therefore, you 


will want to work for the Gregg Ovals 
Pin and the attractive certificate that give 
evidence of your know ledge of shorthand 
theory. 

You may also earn a Junior and Senior 
Membership award on your shorthand 
penmanship in a world-wide shorthand 
organization—the Order of Gregg Artists 

that has more than a million members. 
Each year, we hold an international short- 
hand-writing contest for OGA members 
and for students of shorthand who desire 
membership. Gregg Shorthand writers all 
over the world enter the OGA Contest and 
qualify for the beautiful prizes. The con- 
test is announced each year in the Decem- 
ber issue. Many students and secretaries 
find interesting pen pals among the prize 
winners in this contest. 

Once you have won the OGA Emblem, 
you will be 


identified as a Gregg Artist, 


and the door will be opened to many 
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friendships. The Junior and Senior 
OG A Tests for this month are given be- 
low, together with instructions for writing 
them. 

Working for the certificates and pins 
offered in the Competent Typist program 
will add zest to your typing practice. Cer- 
tificates may be earned on both 5- and 
10-minute tests at 30, 40, 50, and 60 
words a minute, or any higher speed that 
you attain. Competent Typist Emblem 
pins may be earned at 50, 60, 70, or 80 
words a minute. 

Of course, you will want to become a 
member of the Order of Artistic Typists, 


a world-wide organization of typists that 


attracts thousands of new members each 
year. There are Junior and Senior Mem- 
berships. You are eligible to take the test 
for Junior Membership as soon as you 
have learned the keyboard and can type 
the Junior OAT Test on page 45. Ad- 
vanced typists having a speed of 40 or 
more words a minute should take the test 
for Senior Membership on page 45. 
Attractive certificates and pins are 
also offered in bookkeeping, filing, and 
transcription. The tests for these awards 
and for the shorthand-speed awards are 
published in Business Teacher. That 
magazine is published seven times a year, 


exclusively for teachers and office super- 





visors. It will be mailed free to them on 
request. 


N ADDITION to the certificates that you 

may earn on the tests, a class prize 
is offered if 15 or more students qualify 
in a class team. Consult the “Gregg 
Awards Booklet” (your teacher doubtless 
has one) about the club prizes. With the 
array of certificates, pins, and other prizes 
to work for, you will want to be on your 
toes for every assignment. 

See if you can qualify for some of the 
awards this month. Remember, this is 
your department. We are interested in 


helping you become an efficient secretary. 





OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine 

Your writing may earn you a 

Junior OG A certificate or pin. 


*success 
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OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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To: Sally Marsh; From: Stella Williams; Subject: 
The Meeting of the Editorial Planning Committee. 
Dear Sally: I was glad I could represent you at the 
Editorial Planning Committee meeting last Mon- 
day. We certainly missed you but hope you are feel- 
ing much better now. 

As I am leaving on a short trip tomorrow, I felt 
that I should just call your attention to something 
in the attached minutes. You will notice that the 
deadlines for the December and January issues have 
been changed. Because of the Thanksgiving and 
Christmas holidays, both copy deadlines have been 
moved up one week. I have asked the production de- 
partment to notify the printer about these changes, 
and I understand that he can work with us on this 
new schedule. 

We had quite a lively discussion at the meeting 
about the series of articles by Arthur Phelps. The 
majority agreed that the series was too controversial 
for use in our magazine. And since Mr. Phelps is a 
friend of Mr. Sherman’s, you might send him a per- 
sonal letter of rejection. 
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OAT 
JUNIOR 


Arrange this memorandum in your 
best style, on either plain paper or 
memo paper. 


To win an award, your 

letter must be (1) neat (type clean 

and clear) and well-placed; (2) 
without strikeovers or typographical er- 
rors. (3) Indent uniformly throughout, 
(4) and leave a blank line between 
paragraphs, even in single- 

spaced material. (5) Be sure to spell 
and punctuate properly. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * September copy is good 
as membership tests for OAT, CI 
(page 46), and OGA awards until 
October 20, 1957. 











OAT 
SENIOR 


To qualify for the Senior 

Award, candidates must submit the 
Junior Test (above memo) in 
addition to a corrected copy of 

the minutes that appear alongside. 


You may use either plain paper or 
memo paper for the Junior Test, 

but use plain paper for the rough- 
draft copy. Watch placement 

and space, and be sure that you make 
all the corrections indicated. 


Practice the material until you 


type a specimen that represents your 
very best work. 
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SEPTEMBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) Words Words 

The subway is without doubt amost 7 and endurance of this prize athlete. 310 
wonderful way to travel. Unhampered 1u Another interesting subject on our 317 
by the delays of the cars and buses that 23 subway ride is a young woman. She is_ 324 
ride above the ground, the subway 29 holding a large box on her lap. With 332 
trains bring passengers quickly totheir 38 skillful fingers she wraps bright paper 30 
stops. 39 around the box. Then, pulling a tiny 348 

But still more fascinating than the 46 scissors out of her handbag, she cuts a_ 356 
wonder of riding beneath the streets 5 ribbon to size and ties that around the 364 
are the people who use the subway 61 box. Working against the lurch of the 371 
trains. Subway riders do provide an in- 68 train, she carefully shapes the ribbon 379 
teresting study in human nature. Each 7% into a fancy bow. Having finished her © 387 
person is different in size and shape % delicate task, she writes out the gift 395 
and background. Each one is going to 91 card and attaches it to the present. And 403 
a different place for a different reason. 100 all this happens as the subway speeds 411 
And watching these riders may remind 107 along the tracks. 415 
one of an athletic exhibition. 114 The next sight is most amusing. A 422 

First, there is the juggling contest. 122 woman, having no paper to look at or 429 
A tall woman enters the subway. She 129 gifts to wrap, sits staring into space. 437 
is holding an umbrella and half adozen 137 Suddenly she sees that the girl oppo- 444 
boxes of various sizes and shapes. 144 site her is staring, too. The first woman 453 
Some boxes are wrapped in gay, color- 151 quickly lowers her eyes. She looks up 461 
ful paper; others are bulky; and still 159 again, but the other girl is still staring 469 
others are long and clumsy. As the 166 at her. Determined not to let the girl 477 
subway lurches from side to side and 174 win out, the woman decides to stare 485 
then stops, one admires the skill with 182 back. The girl, noticing what the wom- 492 
which the woman is able to balance 189 an is up to, decides that she, too, will 500 
these weights without dropping one of 196 not give in. And so the two alternate 508 
them. 197 between staring fixedly at one another 516 

Next there is an endurance contest. 205 and quickly lowering their eyes in po- 523 
A man stands reading his paper as he 212 lite embarrassment. 528 
holds tightly to a leather strap. The 220 This is a contest that could go on 535 
subway stops short; still he reads his 228 and on; however, aman now enters the 52 
paper. Another man, who had no time 235 train and stands between the staring 550 
or perhaps no money to buy his own 242 women. He is quite a happy fellow. 557 
paper, looks at the paper over the shoul- 250 Tossing a coin into the air, he whistles 565 
der of the first man. The man shifts 258 a gay tune. Then, unhindered by social 573 
his paper; undaunted, the second man 265 convention, he suddenly breaks into 580 
changes position. The first man turns 273 loud song. In a very gay mood, he 587 
completely around; the second fol- 280 obliges us with vigorous finger snap- 595 
lows. What with the jostling of the 287 ping and then taps his foot in happy 602 
subway and the man reading over his 294 rhythm. 603 
shoulder, one must admire the patience 302 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Geraldine Garner 
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TRANSCRIBING SPEE D PRACTIC 


The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from | 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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THE ART OF 


Make-up 


® Make-up is an art—but an art that every woman can learn 
and practice to her secret advantage. Make-up highlights the 
personality just as sunshine brings out the fascinating colors 
of a lovely window. It also conceals or alters any unattractive 


part of your personal “landscape.” 


SINCE EVERY FACE PRESENTS an individual invitation to self- 
illumination via make-up, I have worked out a chart that will 
be of help to you. Check off the problems that need correcting 
and mail the chart to: Beauty Editor, Today’s Secretary, 330 
W. 42 St., New York 36, N.Y. You will receive a personal 
formula for make-up to accomplish your own “self-illumination” 


and play down any features you find annoying. 
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Here’s a handy 
check list: 


Shape of Face 
BOO EMM... 2. 00es 
Too Round ........ 
Jaw Too Square 


Hollow Cheeks 


Chin 
Receding 
Double 


Scrawny Throat 


Forehead 
Too Low 
Too High 


Nose 
Too Broad 
Hooked .......... 


Pinched Nostrils 


ce 


Drooping Lines from 
Nostrils to Lips 


Eyes | 
Close Together ..... 
Wrinkled, Drooping 
eer 


Protruding 
Sunken 


Circles and Bags 


Eyebrows 
Too Short | 


Too Light 


ere 
Eyelashes 
Too Thin 


Too Straight 


—E 


Lips 

Too Thin Upper Lip — 
Too Full Upper Lip 
Protruding Lower Lip 
Mouth Too Small ... 
Mouth Too Large 





Sagging Corners of 


SS ere 





a. Tem 









are the 
rage in 
every 
office 


Many secretaries are 
loyal to  EraserStik 
7099 and 7099B — 
the all-utility white- 
polished beauty that 
changed a_ nation’s 
erasing habits. 








Others are crazy about our gorgeous 
new Redhead 7066 and 7066B — with the 
soft red typewriter eraser and red brush. 


Whatever your preference, EraserStik 
helps you turn out cleaner, neater work 
without strikeovers and ghosts showing. 
Because EraserStik is the new, the mod- 
ern, the better way to erase. 


Why work under a handicap? Start 
using EraserStik and the promotions will 
come faster. Your Dealer carries both 
styles. Call him today. 


A.W. FABER-CASTELL 


PENCIL CO., INC. * NEWARK 3, N. J. 





ONE RIBBON— 
15 TYPEWRITERS 


H™ YOU EVER started to change your 
typewriter ribbon and then found, 
with a sinking feeling, that the spool was 
not the correct size for your particular 
typewriter? 

To save all ladies in such distress, a 
new and practical typewriter ribbon is 
being manufactured for manual, electric, 
noiseless, and portable typewriters. Called 
“Copi-Mate,” the ribbon comes in 12 
packs—each pack has a different size and 
spool design. One of these 12 packs is 





suitable for as many as 15 different makes 
of typewriters. You will have no more 
confusion when you select a ribbon, for 
there is a Copi-Mate to fit every typewrit- 
er. 

For example, Pack Number Two will 
fit Underwood and Remington typewriters 
—all the standard, manual, electric, and 
noiseless models, old or new! Pack Num- 
ber Four will fit the L. C. Smith and 
Smith-Corona’s standard manual, electric, 
silent, or superspeed models. Pack Num- 
ber Three will fit the Underwood standard 
(prior to the Number 150 model), the 
Underwood Number 5, Underwood port- 
ables, Royal portables, Corona Sterling 
typewriters, and others. 


IHE RIBBON ITSELF is double packed— 
two spools, one ribbon to each box. The 
operation of changing ribbons is easy, 
quick, and clean: Throw away the old rib- 
bon and spools; replace them by dropping 
in the Copi-Mate. The spools have been 
designed with a double flange to give ex- 
tra protection to your hands. 

Copi-Mate typewriter ribbons come in 
all colors and combinations, and in cot- 
ton, nylon, and silk, 

If you'd like to receive a chart that 
describes the typewriters each pack will 
fit, or if you'd like further information 
about the Copi-Mate, write to the manu- 
facturer, Leedall Products Manufactur- 
ing Company, Inc., Dept. TS, 130 Van 
Liew Avenue, Milltown, New Jersey. 
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onthe cleaner instead 
of your fingers 


AW.FABER 
mm £% e @ 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 


a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W. FABER-CASTELL 


PENCIL CO. INC. NEWARK 3, N. J 
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to a desk” 


small investment— BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 


green-blue-sandtone-gray 
e less time wasted 


e better efficiency 


less than 1c a day for one year 
with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet Y. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 














Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~—“ 
| RITE-LINE CORP. 
4209 39th St., N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Nome 





| Address 





Zone——_State 





Low. 


50 





_———— 


OFFICE SHOPPING CENTER 





ANNOUNCING A NEW LINE of boxed type- 
writer paper called “Diplomat Typewriter 
Paper”! This paper comes in crisp, crack- 
ling, blue-white sheets containing 25 per 
cent rag and is cut to standard 8'2- by 11- 
inch size. The companion items in the Diplo- 
mat line are the Diplomat Bond with number 
6% and number 10 envelopes of matching 





stock. This line will be marketed through 
stationers, office-supply dealers, and printers. 
For complete information, write to the 
Diplomat Envelope Corporation, 23-23 Bor- 
den Avenue, Long Island City 1, New York. 


STORAGE OF RECORDS and supplies can 
be a problem, but the solution is easy with 
this modern, streamlined storage cabinet. 
Adjustable shelves can be quickly moved 
without the aid of fastening devices or tools 

rigid, reinforced doors have a three-point 
locking system. Made of heavy-gauge steel. 
this cabinet is attfactive enough to be used 
in the front office. Available in baked- 
enamel colors such as olive green or gray, 
in sizes up to 36 inches wide by 24 inches 





deep by 78 inches high. For complete in- 
formation, write to the Aurora Steel Prod- 
ucts Company. Dept. TS, 300 Third Street, 
Aurora, Illinois. 


THE NEW ELECTRIC SWINGLINE “66” 
gives instant, foolproof stapling every time, 
without banging or jamming. Featuring 
Swingline’s exclusive open-channel loading 
and ingenious safety devices, it is designed 
to hold 210 staples. Operates on ordinary 
115 volt, 60-cycle AC household current. 
Exclusive “feather touch” enables you to 
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staple up to 40 sheets of paper effortlessly. 
Compactly designed and solidly mounted on 





slipproof rubber base. Weight is only 4' 
pounds. 

The Swingline 66 is priced at an eco- 
nomic $29.75 and is available at stationery 
and oflice-supply stores. For information, 
write to Swingline, Inc., Dept. TS, 32-00 
Skillman Avenue, Long Island City, New 


York. 


THE “PACEMAKER,” by Smith-Corona, is 
ideal for the secretary or typist who prefers 
a basic office machine rather than a portable 
for typing at home. It is a full-sized oflice 
typewriter, yet it is offered at a price that 
the secretary can afford. Its steel frame, 





standard keyboard (84 characters), single 
shift lock. and two carriage widths (11 01 
15 inches) make the switch from office ma- 
chine to home machine an easy matter. I 
you take work home occasionally or do all 
your work at home, you'll find that the 
Pacemaker’s quiet, speedy action will equal 
that of Smith-Corona’s standard office type- 
writer. For complete information on this 
new idea in typewriters. write to Smith- 
Corona, Inec., Dept. TS, Syracuse, New York. 


“DISTINCTIVE” is both the name of a 
new carbon-paper ribbon and a description 
of the sharp, black type impressions it pro- 
duces. It is designed for electric typewriters 
that are adapted for carbon-ribbon use 
ean also be used for reproduction purposes, 
thus eliminating ribbon changes. Ribbon 
changing is simplified: a tab edge on the 
outside provides a handy indication of the 
start of the ribbon. A 14-inch leader allows 
the ribbon to be changed without smudging 
the operator's fingers. Ribbon has strength 
and durability—even with the typewriter 
impression control set at “Maximum,” the 
type will not injure or cut through it. 
Marketed by the Underwood Corporation, 1 
Park Avenue, New York, New York, the 
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Distinctive is on sale at stationery stores and 
Underwood branch offices. Comes in black 
or blue, $12.50 a dozen. 


REPLACE GLUE JARS, pastes, and staples 
with the “Squeezie” applicator. Contains 


the new Glue-Fast “Clean-speed” liquid glue 





that tacks tight almest immediately. Appli- 
cator will not break and is refillable. Can be 
stored in a minimum amount of desk-drawer 
space at home or in the office. Two-ounce 





Squeezie applicator is $1; 16-ounce refill 
container of Squeezie glue, $2. Both for 
$2.95. Available from Glue-Fast Equipment 
Company, Dept. TS, 9 White Street, New 
York 13, New York. 


KEEP BUSINESS CARDS ACCESSIBLE, clean, 
and efficiently arranged in this specially de- 
signed file. It is made to accommodate both 
cards and alphabetical index guides—in- 
stantly adjusts for any number of cards. As 
an added feature, it can be adapted with 





3'%- by 2-inch cards for indexing mailing 
lists and gift records, or it may be used as 
a library index. Fits inside top drawer of 
your desk for handy reference. Smart gold- 
and black-finished aluminum makes it an 
on-top-of-the-desk accessory, too. Junior 
model holds 750 cards, is priced at $2.49. 
Senior model for 1000 cards, $2.98. Both 
pieces are postpaid. From Helen Hahn Co., 
Dept. TS, Box 64532, Los Angeles 64, Calif. 


INSTANT COPIES of book or magazine 
pages as well as single sheets of paper can 
be produced on A. B. Dick’s “Model 112” 
photocopy duplicator. Machine adds a new 
dimension to photocopying—it is especially 
suited to copying invoices, purchase orders, 
and production orders. Unit produces sharp 
black-on-white copies of any original ma- 
terial, including pen or pencil writing, 
colored pictures, and material printed on 
both sides of the page. Copies are produced 
on nonwrinkling paper. For information 
write to the A. B. Dick Company, Dept. TS, 
5700 W. Touhy Avenue, Chicago 31, Illinois. 





Words 


(Key to teasers on page 30) 


BARNYARD ANIMALS 

1. dogmatic. 2. pigeon. 3. coward. 4. sheep- 
ish. 5. hence. 6. lambaste. 7. cower. 8. 
henna. 


4 CHAIN OF WORDS 


1. cumbersome. 2. sometime. 3. timepiece. 
1. piecework. 5. workmanship. 6. shipper. 
Q 


7. perform. 8. formless. 9. lessen. 10. energy. 


ONE IS RIGHT 
l. farther: than. 2. fewer. 3. too. prin- 


1. 
cipal. 5. unless. 6. provided. 7. site. 8. as if. 
9. take. 10. way. 


ARE THESE STATEMENTS TRUE? 

1. False. Expressions that are not followed 
by periods include abbreviations of many 
government and international agencies, as 
FBI, UN: chemical symbols and formulas, as 
K, HO: such mathematical symbols as tan, 
log: ordinals, as Ist. Notice also that JOU, 
SOS, and names of radio and television sys- 
tems (W PIX, WOXR) are not abbreviations, 
and no periods are used. 

2. True. 

3. True. 

4. False. A two-letter prefix may, if neces- 
sary, be separated from the remainder of the 
word, 

5. Simplified spelling should be used only 
if the dictator desires. 

6. False. News, civics, mathematics, for 
example, are singular. 

7. False. Uninterested means not taking an 
interest in: disinterested means impartial. 

8. True. Example: three and three-fourths. 

9. False. The following, for example, are 
adjectives: friendly, timely, costly. 








You can fill all your 


multiple mailing needs with : 
the Dennison Line 
of Addressing Labels 


SHEETS 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%. x 
i”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
in 25 sheet or ream packages. 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (2! %&>« 
x '% >") on a sheet. White only. 





Dennison quality labels plus 
special Dennison gumming 
insure satisfaction. 


Order Dennison_ Addressing 
Labels from Your Stationer. 


eeeereeeeeene 
eRe eC OPE SBOHROCKE HSE OCHLOOHEOPSOSHReCESeeoroeeoepeeeee gener? 
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4-PART SNAP-APART CARBON SETS 


Dennison Addressin 

continuous rolls o . 

labels, 3 x 1” or 3 x 1%", in a dispensing 

box. Accurate spacing aliows labels to be 

typed with a minimum of adjustment. 
ite only. 





ROLLS 


Labels come in 
1000 couponed 


* ef 


Framingham, Mass- 









Graffco never 
lets me down! 






or 


Wade Chemic 





" ; weet 
Nu-Vise Metal Projecting 
Records 















How I used to dread the sudden call 
for facts and figures. They were in the 
but where? 

Now Graffco Signals and Maptacks * 
spotlight all important classifications for y/zt 


EE TY > einen 
records and on the maps... Getie ten tese 
for “Visible” Records 








instant action. And as reminders, they 
never forget! There is a special Graflco — Pesucged: ramets 


product for every kind of record hous- eA... 


Write for free 
color folder describing them all. 


Graffco SIGNALS 


and MAPTACKS 


At your Office Supply Dealers .. . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 





ing, maps and charts. 











for Protected “Visible” Cards 


WALLET SIZE 


PHOTOS 


25.1% 


SIZE: 242 x 342 





: FREE 
SAMPLE “= 
I~ RESUME - 


Here’s the PHOTOS | 


. e 
secretaries everywhere are using 
You receive free, three full pages —a one page sample resume and 
two pages of instructions, to help you prepare resume to use with wallet 
photos. Order extras at same time for gifts — relatives, family, friends 
and identification. Your original returned unharmed with 25 special 
quality 2% by 3% silk finish, double weight photos plus resume. 

You'll love your pictures or money returned. 











Oe a ee a Oe en a en ee a ee ew ea ‘ 

| APPLICATION PHOTOS, Dept. 35 25 | 
Box 271, Salem, Mass. | 

We enclose portrait or photo and$ ——s———sftors FOR 

wallet photos and free sample resume and instruction sheets. $1 | 
NAME a. ant « FROM| 

p ADDRESS ; _gaaee 

j ClTY ot A 2 ! 

Printed name and address assures faster service. 
59 
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PULL OUT Styl 


for CLEANLINESS . . . for SPEED and EFFICIENCY 
. . » for PERFECT TYPEWRITTEN COPIES 


A pre-aligned second 


r 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON, MICHIGAN 


PLEASE SEE THAT | RECEIVE (WITHOUT OBLIGATION) 
FREE SAMPLES OF HURON COPYSETTE 


NAME 
COMPANY 
STREET 


city ZONE STATE 





NO MORE HANDLING MESSY CARBONS...SPOTLESS LETTERS EVERY TIME 








> 2 | Codo-SUPER-KOTE CARBON PAPER 


with the 


CODO 
CHROME 


treatment 


and 


Cobi 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 
sions—and it is available only 
from Codo. 








| 

LEETSDALE, PENNSYLVANIA ; 
. oo ie 
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s ; Type name on! ada I 
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my desk 
has 
all 








7 Of course, it’s a beautiful Globe-Wernicke 
a Streamliner ...the world’s most advanced 
i metal desk. And I love it! | 


y 1. VERTI-SWING...the desk drawer hanging file | 


J 


system that lets me file more easily, accu- 


4 rately, and quickly. | 
a. 2. ADJUSTABLE BASES...that match desk- | 
| 





top height to my height. For the first time, my 
desk really fits me! 
3. ARC-SWING...G/W’s exclusive mechanism 
that lets me, from a sitting position, raise or lower my 
typewriter quickly and easily. 

4. SILENT OPERATION...so quiet the boss looks 
up to see if I’m still there! Nylon drawer glides and sound- 
proofing make this possible. 

5. VISIBLE CARD RECORD TRAY... built into the 
desk arm slide. Holds 50 5”x8” cards, brings facts or 


information in sight in seconds, 


plus sss SEC-TRAY® 


A stationery supply tray to 
fit right under my typewriter 
platform, putting forms and 
paper at my fingertips. No 
more tiresome twisting and 
turning. It’s another Globe- 
Wernicke exclusive! 

Maybe your boss just hasn’t heard about all of these 
wonderful features of Streamliner Desks. Why don’t you 
show him . . . with an illustrated brochure which Globe- 
Wernicke will send you free... without obligation. Drop 
them a line, at Dept. 4-19. 


¥ 





-~WERNICKE 


GLOBE 
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tomake \ 
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—r2 #f > The heavy silence in 


on fluid cdaplicetor masters with 


/2i4'/ correction tape 


x ° _7 - a 
eo ard — ae FAST, NBAT,CLEAN: NO SOILED HANDS 
x hal” é -" \ - rat oT Correcting fluid duplicator masters is a breeze with 








Ae xe Avery adhesive Correction Tape. There's no scraping, 
—he "-— ——'e erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 


wasted time. Just press on, then type on! It’s easy 


Co 
to use — fast and clean! 
all 








Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 


= 






PRESS ON reverse side of 
master over error. No moist- 
ening .. . just LAY IT ON 





1. 2, TYPE CORRECTION with light 


touch, using same carbon. 
Master stays in typewriter 
. NO realigning. 


q with a finger touch. 
48 a1 . ya 
gy, be 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 

at your dealer, or from your re gular office 
supply salesman — you'll like it! 
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* 
pee eg S 1! AVERY ADHESIVE LABEL CORP. Div. 152 
= ® «6 é l 117 Liberty St. New York 6 «© 608 So. Dearborn St., 
od . ee I Chicago 5 © 1616 So. California Ave., Monrovia, California 
4 e » .. Avery Adhesive Label Corp. (Canada) Ltd, 48 Haas Road 
, ee a ee ! Toronto 15, Ont. ¢ Offices in Other Principal Cities | , 
o 
: a 6 ee e Please send samples of Avery adhesive Correction Tape 
as {| my name i 
company I 
| \ address_ - 
| § city state —— ff 
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IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 





eeeeeeeeeeeeeeeeeeeereeeeeeeee ee ee 


eceeeveveeeoeveeoeeeeoeeoeaeeeaeeeeeeeeee 





Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They're matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 
MORRIS SAFE-T-SET 


Beauty with efficiency —large ink supply can't 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 

MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 


HE-MAN size... Perfect for sales meetings... 
removable glass liner...matches newest style 
in steel office furniture. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 





CURTAIN GOING UP! 


(Continued from page 17) 





Mame.” When you consider that the show has been play- 
ing every day for the past ten months—twice on mati- 
nee days—the number of tickets she’s had seems tre- 
mendous. But when you start dividing them among 
family, friends, and visiting Hollywoodites, it turns out 
that there are ten requests for every ticket. 

In order to avert chaos, Lillian keeps intricate-looking 
charts that appear undecipherable to an outsider, but 
apparently are crystal clear to her. At a glance, she can 
tell what's available, when. Her only complaint: “There 
simply aren't enough tickets.” 

Lillian has found that a hotel office offers several ad- 
vantages. When she has to be out of the suite, the hotel 
operators take all phone calls, send up a written note 
about each. And, at the urging of Miss Russell, she gen- 
erally has her lunch right in the suite. either ordering 
from room service (“fabulous food”), or slipping into 
the small kitchen and fixing a snack herself. 

Lunchtime gives her a chance to stay up to date on 
another task. She curls up on the couch and scans the 
newspapers-—drama pages first—while she eats. A must 
for a girl who works for an actress. 

Lillian frankly admits that she loves the theater and 
everything that goes with it. She sees just about every 
play on Broadway, “maybe because my boy friend's an 
actor—he loves the theater too.” ; attends tryouts of new 
productions; goes to “angel” parties, those peculiarly 

Broadway institutions given for potential show investors. 
“Even my reading has taken on a theatrical quality,” 
she says. “Ll read plays by the dozen.” 

Oddly enough, Lillian wasn’t always theater-conscious. 
Her lirsi ambition was to be a journalist. With this in 
mind. she added courses in shorthand and typing (indis- 
pensab.e .or a reporter) to her general studies and man- 
aged to win a scholarship to the college of her choice. 
Two years at iNew York University were followed by 
two years at the University of Michigan's School of 
Journaiism. Here she decided to become a foreign cor- 
respondent. 

“Since most newspaper reporters are specialists today, 
we were told to concentrate on one part of the globe. I 
chose the Far East. [| studied about it. wrote about it. 
even switched my language course from French to Chi- 
nese. then China crumbled—and so did my plans.” 

After graduation, Lillian joined the Marine Corps 
Women’s Reserve “because | felt it would be excellent 
training and I'd be doing something really useful.” She 
spent the summer at Officer Candidates School at Quan- 
tico, Virginia, and graduated as a second lieutenant. 

Soon after, war broke out in Korea. Lieutenant Drazek 
was called up immediately. Her assignment? Two years 
in Washington, D. C., as assistant to Anna Rosenberg on 
“her Defense Advisory Committee on Women in_ the 
Service. “A formidable title,” Lillian admits, “but it 
was probably the best job I could have had. We worked 
with prominent women throughout the country, ferried 


them around to service installations. served as public- 
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relations oflicers. It was worth while—and fun.” And she 
left the service with the rank of captain. 


just a short bus ride from home. “Home” is a women’s 


residence that provides her with an attractive room and 











Then followed a series of interesting jobs—secretary two meals a day. “I have all the comforts of home with- 
7 and assistant to author Ruth West on a low-calory-diet out any of the fuss,” she says. 
y- , hook, secretary and production assistant for George Somewhere in the future she envisions a husband, 
. Axelrod on his play “Will Success Spoil Rock Hunter ?,” home, and family. But she would still like to keep her 
~ production assistant on “Mr. Wonderful.” On each job, fingers on the business world’s pulse “after the children 
‘5 Lillian made full use of her secretarial skills. reach school age.” This is one girl who enjoys working. 
= She loved production work—digging up props for the About her present boss, Lillian is most enthusiastic. 
various scenes, taking notes from the director during “Miss Russell has a keen mind, one that spurs you on to 
6 rehearsals, traveling with the show on the out-of-town do better. Yet, you can have fun with her, talk to her 
2 tryouts. Friends told her it was seasonal and risky—as about anything—from world politics to a new hat. And 
“ soon as a show hits Broadway or flops out of town, the she’s one of the most thoughtful people I've ever met.” 
. production assistant is out of a job. But Lillian always Lillian tells a tale to prove her point. During one of 
d. ; felt that she had her secretarial skills to fall back on. her first days on the job, a long-distance phone call 
r “A good secretary.” she maintains, “—and I try to be came from Van Johnson, a good friend of Miss Russell’s. 
el ' a good one—can get a job anywhere, anytime.” “After the call had been completed,” Lillian relates, 
In evidence, she offers her career with “Auntie Mame.” “I proceeded to tell Miss Russell all about my teen-age 
a She was very anxious to work in the show, so she paid enthusiasm for Van Johnson. Why, I had even gone to 
he @ visit to the producer's office. His secretary was going see some of his pictures twice! Then, in the midst of my 
a on vacation, and he offered Lillian a temporary job; talk, an agent arrived, and | forgot all about it. 
later he asked her to stay on as production assistant. “Several weeks later, Miss Russell asked me if I would 
in : It was while the show was trying out in Philadelphia deliver a package for her. She didn’t say who it was for, 
: : that Rosalind Russell asked Lillian if she would like to just gave me the hotel and the suite number. 
” be her secretary. At first. Lillian wasn’t too enthusiastic, “I dashed over there, and who should open the 
id for it meant giving up production work; but she finally door ... Van Johnson. I had a long talk with him and 
consented to take the job for two weeks. “Suddenly it his wife—thanks to the thoughtfulness of my boss. 
va was four weeks,” she laughs, “then ten weeks. Finally “But that’s typical of Rosalind Russell,” Lillian con- 
= it seemed to be permanent.” cludes. “She’s nice to everyone. And,” she smiled, “her 
re Now Lillian spends most of her day at the Pierre, secretary gets a corner on the market.” 
rs 
is ; > . ° 
Wouldn’t You Like to Try Something Different — 
AS. + * 
: and Progressive — in Carbon Paper ? 
is te Le) 4 
na You know the usual story about carbon papers— good “‘write,”’ clean 
“a copies, good manifolding, long wear. These are qualities which <~<V 
of should, of course, be present in all better-grade carbon papers, just as rf, IDNW 
.-. they are present and taken for granted in Kee Lox Grip-N-Pull. But PARR PPR 
Grip-N-Pull goes on where ordinary better-grade carbons stop. 
Ly, Yes, Grip-N-Pull goes on to give you automatic alignment*— no 
I more stacking or jogging your carbon and copy paper. And it goes on 
it. to give you automatic rotation* which means uniform copies and 
hi- longer wear. And it goes on to give you that wonderful feature, auto- 
matic warning of last typing lines, the bugaboo of many even long 
‘PS experienced operators. pee PEs: 
oo : Advantages like these make Grip-N-Pull different, and different in a | 1 
me j ray th akes it easier and pleasanter to use—hence progressive too | CSS 66k RAE eee See | 
- ' way that makes it easier and please prog . Dept. TS9, Rochester 1, New York 
nt. : 1 Without obligation, please send salesman to demonstrate Kee | 
rek There's a Kee Lox branch salesman, or a Kee Lox dealer salesman near | Lox Grip-N-Pull Carbon Paper. | 
ars you who'll be glad to demonstrate Grip-N-Pull. Just fill out the coupon, 
om attach to your firm’s letterhead and mail. We'll do the rest. | Name | 
- I | ol | 
it ‘ KE Street ! 
ced E [0X5 MANUFACTURING COMPANY 
‘ed Carbon Papers and Inked Ribbons 7 City Siete ; 
lic- i OVER 50 YEARS OF GOOD IMPRESSIONS ces es cares ee cee ce ee ce es ee es ee oe ee ee eo —_4 
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This is the pomeil Lor mel 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 

. first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 


— 


~*~ 
, a 





3 
to 

ao 
= 
.$ 
és 


CARBO-—WELD 


LANOLIZ 


Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 


GENERAL'S - 


SOR pS. 1 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 















C. L. Evans, Pres. of New England Art Publishers, Says: 


Make $50-$75-5100 Again and Again 
Show Friends NEW STYLE 
Christmas & All Occasion 

GREETING CARD ASSORTMENTS 
folks are wild about j 


Start A Greeting Card & Gift Shop At Home 


Amazing values attract all. Take easy orders. Show 
brand new ideas in fascinating greeting card boxed 
assortments, 





gift wrappings, home and gift items, 
50 for $1.50 up Personal Christmas Cards. Profits 
to $1.00 per box plus Cash Bonus. It's easy! It’s 


fun! It's profitable! No experience needed. 
Write for Sensational Free Offer 


New 1957 
4-STYLE CHRISTMAS 





ASSORTMENT Rush name and address today for Free Starting Out- 
fit, Free Catalog, Selling Guide, all details of Extra 
Money Plan and fabulous Free Offer. Act Now ! 
eammies sake dame SEND TODAY for FREE OUTFIT 


‘* Guaranteed by 








Camsunne casas | (Good Housekeeping) NEW ENGLAND ART PUBLISHERS 
Stationery Ss santas OES North Abington E-951, Mass. 











MAKE MONEY WRITING 
«- Short paragraphs ! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 
sell; and supply big list of editors who buy from begin- 
ners. Lots of small checks in a hurry bring cash that adds 
up quickly. No tedious study. Write to sell, right away. 


SEND FOR FREE FACTS 


BENSON BARRETT 
7464 N. Clark St. Dept. 115-3 Chicago 26, Ill. 
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LINE’S END AND BEYOND 


(Continued from page 41) 
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DO YOU USE THESE 
NEW WORKBOOKS 
IN YOUR CLASSROOM? 














WORKBOOK FOR GREGG SHORTHAND SIM- 
PLIFIED, INCLUDING FUNCTIONAL METHOD, 
SECOND EDITION 


Correlated lesson by lesson with the basic 
manuals, the workbook features the new Evolu- 
tion Drills that develop ability to construct 
new outlines. In the Evolution Drills, the stu- 
dent is given in shorthand the first word in 
each drill. Using this outline as a guide, he then 
“evolves” the shorthand outlines for the re- 
mainder of the words in the drill. The work- 
book also contains Spelling Drills, Punctuation 
Drills, Word Study Drills, and “Context” Drills. 
Also Available: Key to Workbook, Student’s 
Transcript, Teacher's Handbook. 


TRANSCRIPTION WORKBOOK FOR GREGG 
DICTATION SIMPLIFIED, SECOND EDITION 


An entirely new type of workbook designed to. 
provide practical application of all transerip- 
tion pointers. The drills are based on the prac- 
tice material in the text. The student who has 
prepared the lesson in the text can complete 
the workbook lesson in a matter of minutes. 
Also Available: Key to Workbook, Student’s 
Transcript, Teacher’s Handbook. 


WORKBOOK FOR GREGG TRANSCRIPTION 
SIMPLIFIED, SECOND EDITION 


The workbook contains 16 different types of 
drills, each designed to help the student be- 
come an intelligent, rapid, and accurate tran- 
scriber. Students are prepared to handle almost 
any transcription problem upon completion of 
the workbook. Also Available: Key to Work- 
book, Student’s Transcript, Teacher’s Hand- 


book. 


Write your nearest Gregg office 


GREGG 


PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36: 330 West 42nd St. 
Chicago 30: 4655 Chase Ave. 


Son Francisco 4: 68 Post St. 
Dalias 2: 501 Elm St. 
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Make it 








you want ‘47 

46 

“ 46 

Webster Quality = 
44 

43 

Carbon Papers (~ 
At 

49 

* Exclusive Scale Edge prevents running] 39 
over. This uncoated numbered edge makes | 38 
carbon handling easier and cleaner too! —_ 
* Stays flat in extreme temperatures. Each 35 


sheet smooth and flat for uniform han- | -34 








dling. 33 
. 32 
* Weights and finishes to fit your individual 315 
typing requirements. 29 
29U 
At stationers everywhere 28R 
274A 
Make it clear... _26M 
you want 25—E 
WEBSTER'S DURAMETRIC £47 
23 
22 R 
21 I 
20 C 
® {12 
_18 
CARBON PAPERS | 
16 
1s 
Free Sample. Fill out the coupon and staple to |—4 
your company letterhead. 13 
12 
eT a “haW 
j F.S. WEBSTER co. lk 
| 17 Amherst Street, Cambridge, Massachusetts [~~ B 
{ Gentlemen: Please send me a sample of Webster’s rs 
| Durametric Carbon Paper. \-2 T 
| \4 E 
i PR coi exon hattem Cabiaeueneiemaaesiec an |-S R 
DPI asiir ne cacdatincrcincusinncenapanes jc 
4 
| | ETT TPE Ee CP OREO err rE “% 
Stele os with pica [1] elite (type. |2 
| (make of typewriter) a4 
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WHAT'S IN 
A CHAIR? 


(Continued from page 24) 





ALUMINUM 


Art Metal Construction Co., Jamestown, 


N. Y. 
Browne-Morse Co., Muskegon, Mich. 


Cole Steel Equipment Co., Ine., 285 


Madison Ave.. New York 17. N. Y. 


Cramer Posture Chair Co.. Ine., 1205 


Charlotte St.. Kansas City 6, Mo. 


General Fireproofing Co., Youngstown 


L. ee 


Globe-Wernicke Co.., 
nati 12, O. 


Norwood, Cincin- 


Remington Rand, Division of Sperry 
Rand Corp., 315 Fourth Ave. New 


York 10. N. Y. 


Shaw-Walker Co., Muskegon 81, Mich. 


STEEL 
Griffith 


\ll-Steel Equipment Inec.. 44 
Ave., Aurora. Ill. 


Badger, Ine., King at Front St. La 


(_rosse. \ Is. 
DoMore Chair Co.. Inc... Elkhart. Ind. 


Fritz-Cross Co... 300 E. 
Paul 1. Minn. 


Fourth St.. St. 


Hamilton Mfg. Corp.. Columbus, Ind. 
Harter Corp.. Sturgis. Mich. 


Milwaukee Metal Furniture Co.. 101 N. 
Campbell Ave., Chicago 12. Il. 


108 N. Meridian 


Ohio Chair Co.. Ine.. 
Rd.,. Youngstown, O. 


Precision-Posturect Chair Division. Pre- 
cision Metal Workers, 3100 W. Car- 
roll Ave., Chicago 12. Il. 


Royal Metal Mfg. Co.. 175 N. Michigan 
Ave. Chicago 1, III. 


Steelcase, Inc.. 1491 Division Ave., S., 
Grand Rapids 2, Mich. 
Sturgis Posture Chair Co., 154 E. Erie 


St., Chicago 11, TIL. 


wooo 


Boling Chair Co., Siler City, N. C. 
Indiana Chair Co., Jasper, Ind. 
Jasper Chair Co., Jasper, Ind. 
Jasper Seating Co., Jasper, Ind. 


Sikes Co., Inc., 20 Churchill St., Buffalo 
i; 2 Ee 
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FILM STENCIL 








ASK ABOUT TEMPO PASTEL STENCILS 


MILO HARDING CO. 










- 0. 
a 


STENCILS 


insure kind of copy YOU want 


Choose your copy: sharp, medium or 
broad —they’re all yours from the same 
Tempo Film Stencil. With Tempo, you'll 
prepare them as easy as typing a letter 
or bulletin. Personal selection from eight 
pastel and other colors in America’s 
highest quality provides greater visibility 
and shortens typing time. 


MAIL COUPON TODAY FOR COMPLETE DETAILS 























| MILO HARDING COMPANY, Dept. 7AA | 
Los Angeles * Cleveland * Pittsburgh | 500 Monterey Pass Rd., Monterey Park, Calif. 
San Francisco * Washington, D. C. | Please rush the checked items to me: | 
—_ ( ) Booklet: Tempo Tips to Typists 
Manufacturers and distributors of | 1 | Giesceivens At) Golan Some Film | 
| Stencils | 
G EM Pe, | | 
wa | NAME | 
AMERICA’S MOST COMPLETE LINE | Fine | 
OF STENCIL DUPLICATING PRODUCTS | | 
INKS — DUPLICATORS — STENCILS | ADDRESS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES itn ditaia 
Cee es ee ee oe er ew ew a ew ew ewan ane=e= anal 
Pa 
ad 
1 ive } - 
La " ' 
Your Real “FIRST” a / Aas V5 <=, 1 
For Neatest, Speediest yo { LIT = 
Erasing! Far wt =) \e FF = 
2 = SS TT -T\ \ 


The frst really new erasers in 
years! 4%" rubber stick en- 
cased in clean, transparent plas- 
tic holder. Convenient fountain 
pen size and ‘“balance’’ for 
1} quickest, easiest handling. Not 
1, a mechanical gadget. 








—" 
or 


How Do You 
JET IT OUT? 


Just unscrew the holder tip 
and move the eraser forward. 











World’s Quality Standard 
Weldon Roberts Rubber Textures 
RED RUBBER 
for pencil erasing 
GRAY RUBBER 
for erasing ink and typewriting 
GREEN RUBBER 
FOR ERASING BALL POINT 
PEN & PENCIL WRITING. Whisk 
Brush and Pocket Clip Styles. Refills 
ASK YOUR OFFICE MANAGER 
OR STATIONER FOR 
WELDON ROBERTS JET ERASERS! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Nework 7, N. J. 
World’s Foremost Eraser Specialists 

CE iS EE 











TODAY’S SECRETARY ¢ September, 1957 








designs a new 
sm all purpose 
chair 


for America’s army 
of men and women 
office workers ... 


© The seat is thick with 
foam rubber. The 
il posture-curved back- 
? t rest cradles the small 
of the back in still 
more foam rubber. And you can scuff the fiber glass 
base incessantly—you'll never mar it. It's a com- 
fortable chair, a rugged chair, and best of all, a low 
priced chair. Ask your Sturgis Dealer to show you 
the 840-G. The Sturgis Posture Chair Company, 
Sturgis, Michigan. Address inquiries to The Sturgis 
Posture Chair Company, General Sales Offices, 154 
East Erie Street, Chicago 11, Illinois. 
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@re you a 
good 
housekeeper? 






. or perhaps 
2 \ we should say 
== \ “file-keeper”... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 

ACCO PRODUCTS 
4 Division of NATSER Corporation 


Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 











It’s the BLADE 


that makes the difference! 


... the razor-sharp, replaceable 
blade found only in the 


ORIGINAL DUX 
Precision Pencil Sharpener 


Always a sharp point with the twist of the 
wrist. Spillproof container in choice of 
three colors; wide variety desk and pocket 
models, including genuine’ leather-gold 
tooled. Many exquisite imports for Christ- 
mas giving, brochure upon request. 


See your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
1000 Virginia Ave., N. E. Dept. X-9 Atlanta 6, Go. 

















HOWARE 94 
YOUR WPMS 5 


WORDS-PER-MINUTE IS YOUR 
BATTING AVERAGE AS A STENO. 


WANT A RAISE IN SALARY? 
RAISE THOSE WPMS!!! 


@ For More Speed and 
Accuracy on Your 
Present Job. 


@ To Qualify For A 
Better Job. 


@ For Students Who Need 
Legal, Medical, General 
Business Dictation Practice. 


KEANE RECORDS 


45 RPM Extended Play Records 
Actual Business Letters Dictated at 
Speeds From 60 To 130 WPM. 


DICTATION 
PRACTICE 


Send $1.50 Plus 35c Postage For Your 
Sample Record. Specify Speed—60, 80, 90, 
100, 110, 120, 130 WPM 


California Residents Add 4% City, State Tax 


KEANE RECORDS 
809 South Hobart Boulevard, Dept. D 


Los Angeles 5, California 
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secret for 


SECRETARIES : 







Use an electric 
typewriter? 
Then be sure 
you use the 
ribbon that keeps your 
hands clean as you put it on 
your machine. The ribbon 
that has the red plastic “leader” on 

it. Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you execu-tively 
beautiful, non-smudge originals. Preci- 
sion-cut ribbon edges eliminate tearing. 
RIBBON ABSOLUTELY FREE! Write us for it 
on your firm's letterhead. Show yourself (and 


your beaming boss) the 
very finest-looking typing! 


Old Town 


CORPORATION 
750 Pacific Street, Brooklyn 38, N. Y. 


World's Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 
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CAREER SECRETARY 


(Continued from page 25) 





“In this respect, she represents the 
traditional American woman in the best 
sense,” he said. “And the career sec- 
retary is very much the average woman 
in her general characteristics. She is 
feminine in her dress, tasteful, and aware 
of herself as a woman in a world 
although dominated by men—that is 
giving increased recognition to the wom- 
an in business.” 

For pleasure, the career secretary 
reads the books and periodicals that 
are recognized fare for the average 
woman. However, she also reads _ busi- 
ness, financial, and technical literature. 
and is apt to take more than an average 
interest in art and music. 

“Furthermore.” the sociologist — re- 
tends to 
be affliated with an organized church 


vealed, “the career secretary 


group: reflects the political climate in 
which she works, for it is part of the 
compatibility in the relationship with 
her boss: and is probably a high school 


graduate with 


some school 


posthigh 
work in technical subjects dealing with 
office procedures and business manage- 
ment.” 

The career sec retary is a well-organ- 
ized person both on and off the job. She 
is alert to the new techniques that in- 
crease office efficiency. Contrary again 
to some stereotypes. she enjoys keeping 
house and cooking as well as working 
in her office. 


THE STUDY FURTHER REVEALED that she 
enjoys her role in the business world 
and does not strive for a change in ca- 
reer. She is interested in improving 
herself personally but has no desire to 
enter another profession. She finds ex- 
treme satisfaction in being a first-rate 
kind of executive assistant to a_ boss 
whom she generally respects highly and 
with whom she enjoys working. 

“The woman who carves out for her- 
self a career as secretary must have. 
and indeed does have. a rather unique 
set of qualifications.” 
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PREPARE A SPEECH 


(Continued from page 19) 





is one of your responsibilities! If your 
employer prefers to have direct permis- 
sion to quote, compose a simple note for 
his signature. State the time, place, and 
topic of his speech, and ask permission 
to quote from such-and-such a_ work. 
Enclose a carbon of your letter and 
stamped return envelope, requesting the 
author to sign the carbon to indicate 
his approval—you'll save time and ef- 
fort for everyone. 


Most likely, 


go through three or four drafts before 


you and your boss will 
his speech begins to jell. Don't worry 


if the material seems too long—it’s 
easier to cut than to try to pad scanty 


notes. 


ONCE THE SPEECH falls into a smooth- 
flowing, easy rhythm, you can begin to 
worry about word count and timing. You 
can give your employer the former, but 
he will have to determine the latter. If 
he plans to include visual aids, time for 
showing these must also be allowed. 

In your final preparation, stick to 
triple spacing and wide margins and in- 
These are 
not to be read, but they signal a change 


clude capital-letter subheads. 


in pace and tone of voice. 

Always add the first word of the fol- 
lowing page to the bottom right-hand 
corner, so your employer can continue 
without interruption. 

Double check for spelling, grammar, 
punctuation, and accuracy. 

Remember to add a title page listing 
the speech title, place, time, date, and 
your employer's full name, title, and 
address. 

Before sending the speech out to be 
mimeographed, have a final conference 
with your boss. Many duplicating firms 
have extra-large type for speeches; ask 
for a sample page to show him at this 
time. 

Now’s the time to determine the num- 
ber of copies needed. Remember, many 
people will ask your employer for a 
copy, and it may be valuable to the 
company in many other ways—don't 
underestimate the number you'll need. 

When the speech comes back, proof- 
read it, send off the advance copies to 
the Executive Management Conference 
and the clipping bureau, put some ex- 
tras in a manila envelope for your boss 
to take on S-Day, and file the rest. 

Check to be sure his props are ready 
or easily available . and breath a 
sigh of relief that one more special job 
has been accomplished. 





month, 





EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
you'll find listed 
= agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


reputable employment 








CHICAGO 


MIAMI 





(BIRCH ( ewiniti 


Qualified Secretaries to the 
* High-Paying Chicago 
Market On An 
SECRETARIAL Employer Pay Fee Basis 
PLACEMENT 59 E. Madison © Suite 1417 
SPECIALISTS 








CEntral 6-5670 an 


APGAR AGENCY 


Main Office: 207 Langford Bidg., Miami 
NW Branch: 3641 NW 17th Ave., Miami 
SW Branch: 220 Miracle Mile, Coral Gables 
‘‘Our Seventeenth Year of Dependable Service’’ 


MIAMI REPRESENTATIVES 


Russell Kelly Office Service 
Temporary Office Work, Week, Month or more, 














Jobs 100 Per Cent Free At 


HELPMATE 


Permanent & Temporary 
Days, weeks, months & longer 
Up to $2.25 per hour 
8 So. Michigan Ave. 
Chicago 3, IIlinois 


FRanklin 
2-6875 








DENVER 


NEW ORLEANS 





Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Louisiana 
13 Years Same Management CAnal 4241 





SAN FRANCISCO 





SECURITY EMPLOYMENT SERVICE 


The secretary's ‘‘Job Center!’’ Mrs. Smith was 
a secretary herself before starting this employ- 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for 
information and contract data. 


MRS. MARIE SMITH, Owner 
1312 Broadway AM 6-1968 





“A Step in the Right Direction...” 


of when you visit 
™\ WESTERN EMPLOYERS SERVICE 
for the best in office positions 
San Francisco’s Largest 
NO FEE AGENCY 


995 Market St. DOuglas 2-5486 

















WHERE TO BUY IT 


32 and 33 


may be found at the following stores: 


Fashions shown on pages 


A. Rolf’s career case. City of Paris, San 
Francisco; Furchgott’s, Jacksonville, Fla. 
B. Koret of California separates. These 
and similar styles in the same fabric at 
Haber’s, Tampa; Dayton’s, East Haven, 
Conn.; Netter’s, Springfield, Mo.; Kap- 


lan’s, Houston; and Knadle’s, Roswell, 
N. Mex. 

Tycora bulky sweater. The Bon 
Marché, Seattle; Rich’s, Atlanta; The 


Dayton Co., Minneapolis; and Best and 
Co., New York. 

D. Rain-or-shine coat by Standard Slick- 
ers. Stern’s, New York; the Halle Bros. 
Co., Cleveland; Denver Dry Goods Co., 
Denver; and Sidney Freedman, Birming- 
ham. 

E. Florentine gold blouse by Glamour. 
Erie Dry Goods Co., Erie, Pa.; Block and 
Kuhl Co., Peoria, Ill; The William 
Hengerer Co., Buffalo; J. B. Ivey, Char- 
lotte, N. C.; Harvey’s, Nashville; Peter- 


sen-Harned, Von Maur, Davenport. 
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types her best 
using the 


Lebootty (PY HOLDER 






@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
oye high, 5” ° base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX CO. _ dept. 15-9 


2607 North 25th Ave. ¢« Franklin Park, Ill. 
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and Forget 































































































TODAY'S SECRETARY @ September, 1957 





















Clothes by Bill Atkinson for Glen of Michigan 


thanks to her Remincron® Execrric typewriter 


And no wonder—electricity does the work— 





helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 


with so little effort and so pleasing to the boss. 


MEET THE WINNERS 


Here are the top eight classes in 
Esterbrook's national Gregg-shorthand classes 


COLLEGE—CLASSA School City Teacher 


1st Place: State Teachers College Bloomsburg, Pennsylvania Walter S. Rygiel 
2nd Place: St. Joseph's Secretarial Institute Lockport, New York Sister M. Bonaventure 





COLLEGIATE—CLASSB 


1st Place: Aquinas School Milton, Massachusetts Sister M. Albertina 
Sister M. Blaithin 
2nd Place: Greenon High School Springfield, Ohio Mrs. Russell Bolinger 





HIGH SCHOOL—CLASSA 


ist Place: EIDorado High School ElDorado, Kansas Robert LaForge 
2nd Place: Carolina High School Greenville, South Carolina Mrs. Margaret J. Ewert 





HIGH SCHOOL—CLASSB 


ist Place: Saint Joseph High School Lowell, Massachusetts Sister Saint-Matthieu 
2nd Place: Alvernia High School Chicago, Illinois Sister Mary Digna 


These eight shorthand classes have been judged the best in all 
the United States in Esterbrook’s annual Gregg Shorthand Con- 
test for 1956-57. Congratulations to the winning students and 
teachers alike. And congratulations, too, to the many other fine 
classes that entered the contest. 

Another contest will be announced very soon. So if your class 
didn’t enter this year, you'll have your chance again. Watch for 
details in this magazine. 

And remember, all year round, in all your shorthand, you'll 
do better, easier-to-read work with a Gregg-approved Esterbrook 
pen (Gregg point No. 1555). The cost is a modest $2.95, yet an 
Esterbrook is a quality, precision pen that can last you a life- 
time. And points are replaceable. If you damage one, a new point 
screws in in seconds. What economy! 


The only Gregg-approved pen 
with replaceable points 





